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PURPOSE OF THE STUDY

1

The Bureau of Vocational Education, Louisiana, State Department of

Education was awarded a grant to make a study for the articulation of

competency -based curricaa for the coordination of selected vocational-/

,technical education programs. The five areas selected for study and
P.

development of competency-based curricula were: (1) Air-conditioning/

Refrigeration, (2) Drafting, (3) Electronics, (4)'Nursing, and (5) Office

Occupations.

A team of w'ritersi.worked during "the Summei: of 1975 developing curricula

.guides for teachers on the three institutional levels:Secondary, Post---
,

Secondary, Vocational-Technical, and Associate Degree programs on the

collegiate level.

0
Curr4ulum-Writing Team Members

Air-condlipioning/Refrigeration:,

Robert Balmarcich,--Chairman

Instructor, McNeese State University
Lake Charles, Louisiana

4

Nolan D. Simon, Instructor
Baton Rouge Vocational- Technical School_
.Baton'RougLouisiana

Willie Montgomery, Teacher
Sulphur High School
Sulphur, Louisiana

Drafting:

Mrs. Marion M. Bridges, Chairman

Instructor, ShteveGort-Bossier Vocational-Technical Center
Shreveport, Louistfina

Lowell Brown, Teacher
Byrd High School

Shreveport, Louisiana

iv
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H. L. Henry, Jr., Department Head
Industrial Engineering and Computer Science

Louisiana.Tech University
Ruston, Louisiana ,

Electronics:

Andrew McGowan, Chairman
Instructor, Sowela Technical Institute
Lake Charles, Louisiana

Vernon Hidalgo, Teacher_
Barbe High School
Lake Charles, Louisiana

John W. House, Teacher
Sulphur High School
Sulphur, Louisiana

Charles M. Stockwell
School of Engineering and Technology
McNeese State University ,

Lake Charles, Louisiana

Nursing:

Mrs. Ruth Rachal, Chairman
Instructor, Natchitoches Trade School

'Natchitoches, Louisiana

Mrs.. Katherine Crawford, Instructor_
-"-St fib-or-6 f-

Craw_ford,_

State University
Shreveport, Louisiana

Mrs. Louise B. Murphy, Instructor-
Department of NUrsing
Louisiana Tech University

Ruston, Louisiana
V.4

Mrs...Billie Oglesby, Guidance Counselor and Nurse Educator

Shreveport-Bossier Vocational-Technical Center

Shreveport, Louisiana

Office Occupations:

Mrs. Dolores Tucker, Chairman
Instructor, Natchitoches Trade School

Natchitoches, Louisiana

V
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Coushatta High School 1-- , . I

,

. . - '

Mrs. Sue Champion, Teacher__ a
Natchitoches-Central High School

.Natchitoches, Louisiana -. ..,

\
. ,

, ,Mrs. Dorothy Townsend,. Teacher' N s

Coushatta, Louisiana

Mrs. Betty Williams, Instructor
Central Area Trade School
Natchitoches, Louisiana

vi
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REPORT OF THE ARTICULATION COMMITTEE,

Thommittee on Office Occupations obtained job.4fialyses
the State Civil Service Manual, Dictionary'of Occupational Titles,

and various businpss sources.

All tasks listed in the job analyses were used to develop '

terminal performance objectives. based on standards required on each

j0.as determined frOm information obtained from sources such_. as
businesses, textbooks, and State Civil Service brochures..

The job analyses are to be li:!ei:3112clupdate the training for

state, federal,* and business entry level positions after.the rele-
vancy of the tasks and the validity of the performance objectives

have been established. .

To establish the relevancy of the tasksand the validity of
the performance objectives, a questionnaire should be designed and
mailed to state, federal, and business office employees and
employers.14A separate questionnaire would be required for each
job analysis, although some job similarities would necessitate
using identical questions.

After validating the tasks and performante objectives,
instructors will be able to use the job analyses to develop the
curriculum and materials to be used in training students for entry

level positions.

Articulation on the secondary and pos:-secondartylevel would
---..Fe-possible_as_the_students on each level could train for entry

level-or advance level positions accordingE6-fheir individual--
abilities and desires. Also, the training would transfer from thee
secondary,to the post-secondary level go that students could begin
at,thei."level of competency as established by appropriate testing.

)Should students have to leave schOol before completing their
chosen curriculum, the job analyses could be used to determine
which entry level positions the students were qualified to obtain

without additional training. School counselors could aid'the
instructors and students by becoming familiar with the job analyses

and by using the job"analyses to counsel terminating students.

'' A sample learning packet based on the Sales Clerk's job
analysis wq developed by the Committee. Student and instructor

instructions are included in the packet.

Office Occupations is definitely an atea in which training
should be conducted using performance based objectives. All

training in this area must be based on current business standards
to enable students to obtain, succeed, and advance in their chosen

vocations.

vii
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JOB: ORDER PICKER, WAREHOUSEMAN? OR STOCKMAN
. -

,- .

GOAL: The student will be abl9 to obtain, succeed; and advance in

.. an Order Picker, Waratibusemah, or Stppkman's position.
__-

...,
1,

TASKS: 1. Selects items ordered from stock in war0ouse. ,o0L

2. Checks stock number,.name, aud quantity 'againie-Otder

form. . -
'3. Keeps records otitems removed\fromethe warehouse:

. ,.. ....---.
.

PERFORMANCE OBJECTIVES AND CRITERION- REFERENCED MEASURE'S,:
,

1. 01 Given a kit containing
.

10 requisition forms anethe'
stock nuffiber of items in bins or on racks, the student

will
'

be able to locate each item with 98 percent '

M
accuracy.

2.01 Given a kit containing 10 requisition fbrms and items
,

'which have been selected from stock, thestudentwill
be able to,check the stock number and quantity -of
items ordered against the items which were selected,

and verify.each item with 98 percent accuracy.

3.01 Given 10 stock requisition fotms which.have been filled,
the student will be able'to maintain a record of qbr-
chandise removed from stock with'96 percent accuracy.

0

1
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JOB: CASHIER'

GOAL: The student will be able to obtain, succeed, ar.i advance in

a Cashier's position.

1

TASKS: 1. Receives payment and makes change.

2. 'Rechecks or.computcs bill.

3. Rings safs'oft cash register.

4. Reads and records details on cash register and-verifies

. against cash on hand.

PERFORMANCE OBJECTIVES AO CRITERION-REFERENCED MEASURES:

1.01 Given 30 prepared bills, the student will make change
in 15 minutes with 95 percent accuracy when given
amounts greater than the'bille.

2.01 Given 30 prepared bills; the 'student will, use the cash

register to recheck or compute bills. in 15 minutes with

95 percent accuracy.

3.01 Giveh 30 prepares bills, the student will ring sales on
the cash register in 15 *mutes with 95 percent accuracy.

4.01 At the end of the work period each day, ding cash

' registe tape, currency, checks, and coins, the student

will be Ole to verifyrcash on hand with 100 perCent

accuracy. O

12
9
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JOB: SALES CLERK*

GOAL: The student will lie able to obtain, succeed, and advance
in a Sales Clerk's position.

TASKS: 1. Prepares cash and credit sales tickets.
2, Receives payment for merchandise and makes change.
3. Prepares credit memo forms.
4. §tocks shelves.

5. *ails =1 bags merchandise.
6. Demonstrates positive attitudes toward co-workers

and customers.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED\X MEASURES:

1.01 Given 10 sales tickets of varied length, the student
will be able to complete cash or creditples tickets
in 30 minutes with 97 percent accuracy.

2.01 Given 20 sales transactions; the student will make
change in 15 minutes with 95 Fervent accuracy when
given amounts greater than the sales tickets.

3.01. Given 10 credit memo forms covering different types of
meivhandise, the student will be able to complete the
forms with 95 percent accuracy.

4.01 Given instructor- and student-prepared materials, the
student will demonstrate ability to stock shelves
according to instructor-prepared instructions.

5.01 Given a simulation kit with wrapping paper, bags, and
merchandise, the.student will demonstrate ability to
wrap and bag different types of merchandise according
to instructions contained in the simulation kit.

6.01 Givens5 instructor-prepared case histories concerning
human relations, the student will analyze 4'of the
case histories with 95 percent accuracy.

U

* A sample learning packet based-on the Sales Clerk's job analysii

is included in this guide beginning on page 69.

3
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JOB: MAIL. CLERK

GOAL: The student will be able to obtain, succeed, and advance in

a Mail Clerk's position.

TASKS: A. Processes outgoing mail.

2. Processes incoming mail.

3. Forwards mail.

4. Handles specialized mail.

5. Keeps postage meter record and uses postage meter.

6. Uses U.S. Zip Code Pirectory and U.S. Postal Manual.

7. Prepares parcels for mailing.

PERFORMANCE OBJECTIVES AND CRITERION- REFERENCED MEASURES:

1.01 Given430 pieces of outgoing mail, postage scale, U.S.

Postal Manual, ,the student will be able to weigh items,

mark correceand appropriate postage on each item, and

deposit/ the item in the apprOpriate place in 60 minutes.

1.02 Given 100 addressed envelopes, the student will be able

to presortby Zip Code, bundle and tie letters in

quantities, labeling out of town, local, or specialized

mail according to bulk mailing regulations in 60

minutes with 100 percent accuracy.

2.01 Given 30 pieces of,incoming mail and date stamp, the

student will be able to open--except confidential or

personal--stamp, and sort in 30' minutes with 95 percent

accuracy.

3.01 Given 20 pieces of assorted mail, instructions as to

which mail is to be forwarded, forwarding addresses,

the student will'be able to readdress and process each

appropriate piece of0mail in accordance with instructor's

directioni'in 60 minutes with 95 percent accuracy.

4.01 Given 30 pieces of specialized mail (special delivery,

registered, certified, insured, C.O.D.), postage scale,

and a U.S. Postal Manual, the student will be able to

determine the appropriate method Of sending mail and
determine postage and fees for each in 60 minutes with

95 percent accuracy.
5.01 ,Given a postage meter, a postage meter record book, and

50 pieces of varied mail each day, the student will be

able to maintain the postage meter record for one week,

making daily entries in the meter book with 100 percent

accuracy.

5.02 Giv,en 30 pieces of mail, a postage scale, and a postage

meter, the student will be able to place correct amount

of postage on each piece of mail in 30 minutes with 100

percent accuracy.

14



MAIL-CLERK Cont'd

£6.01 Given 100 envelopes, addreisses,and U.S. Zip Code
Directory, the stpelent will be able to determine the

Zip Code for each address in 50 minutes with 100 percent

accuracy.
7.01 Given 10 parcels to be prepared for mailing and a U.S.

Postal Manual, the student will wrap and tie parcels,

weigh and determine the correct postage in 50 minutes

with 95 percent accuracy.

a
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JOB: STOCK-CLERK

GOAL: -The student will be able 'o obtain? succeed, and advance
in a Stock Clerk's position.

TASKS: 1. Accepts goods for storage from the receiving clerk and°
enters information About goods received into the stock

records.
2. Stores goods in proper place in warehouse.

3. Enters information on bin tickets.

4. Releases stock from the stockroom upon receipt of a
stock requisition.

5. Takes physical or book inventory.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 20 stock record cards and a list of 100 items
received, the student will complete the stock record

cards with 96 percent accuracy.

2.01 Given a master inventory list and 100 items received,
the student will indicate where the items should'be
stored with 96 percent accuracy.

3.01 Given 20 bin tickets and 100,items to.be stored, the
student will complete the bin tickets with 96' percent

accuracy.

4.01 Given a kit containing stock requisition forms, bin
tickets, and stock record cards, the student will t

demonstrate the ability to release stock from the
stockroom with 96 percent accuracy.

5,01 Given 20 Stock records and an inventory form, the
student will be able to complete the inventory form

with 96 percent accuracy.

16



JOB: INVENTORY MERE

GOAL: The student will be able to obtain, succeed, and advance in

an Inventory Clerk's position.

TASKS: 1. Keeps records of amount, kind, and value of merchandise.

2. Counts items in bins, on shelves, on racks, or in other

storage areas.
3. Keeps records of-goods received and goods shipped.

4. Prepares lists of merchandise and indicates which items-
are low.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:
X

1.01 Given 20 merchandise receipts, the student will be able

to record amount, kind, and value of merchandise with 95
percent accuracy.

2.01 Given a kit containing 100 varied types of merchandise
on hand, the atudent will count and record items with

95 percent accuracy.
3.01 Given 20 invoices and receipts, the student will be able

to complete records of goods received and goods shipped
with 95 percent accuracy.

4.01 Given inventory records of 100 varied types pf merchan
dise, the student will be able to itemize inventory and
indicate items which are low with 95 percent accuracy.

7
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JOB: RECEIVING CLERK

GOAL: The student will be able to obtain, succeed, and advance in

a Receiving Clerk's position.

TASKS: 1. Assists with the, unloading of incoming merchandise.

2. Inspects the condition of incoming shipments and signs

carrier's receipts.

3. Prepares vduchers to pay for delivery charges.

4. Keeps records of goods received.

5. Checks contents of packages.

6. Routes goods received to proper storage areas.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a list of receiving equipment and 100 types of

merchandise, the student will demonstrate his ability

to select and use suitable receiving equipment by

matching the correct receiving equipment with the type'

of merchandise with 95 percent accuracy.

2.01 Given a kit containing 15 carrier's receipts, the

student will demonstrate his ability to, inspect the

condition of merchandise aad complete all receipts with

95 percent accuracy.
3.01 Given 15 voucheis and a rate chart, the student will

complete delivery charges with 95 percent accuracy.

4.01 Given 25 receiving cards, the student will complete
information on goods received with 95 percent accuracy.

5.01' Given a kit containing 10 orders of merchandise, the

student will demonstrate the correct procedure for

checking package content with 95 percent accuracy.

6.01 Given a list of storage areas and 100 types of goods

received, the student willeroute goods to proper
storage areas with 95 percent accuracy.

8



JOB: SHIPPING CLERK

GOAL: The student will be able to obtain, succeed, and advance in

a Shipping Clerk's position.

TASKS: 1. Counts and compares quantity and identification of
items with the order.

2. Selects container and appropriate packing materials,
inserts merchandise, seals, and places identifying

information on container.
3. Selects an appropriate carrier.

4. Weighs -
containers; computes Add attaches postage

5. Prepates shipping documents and records items shipped.

6. Receives, and makes routine telephone calls concerning

shipments.
7. Files invoices according to alphabetic filing system.

PERFORMANCE. BJECTIVES AND CRITERION-REFERENCED MEASURES: -

1.01' GiVen 20 invoices of varied length and complexity, the

student will be able to count and compare quantities

and identification of items on the invoices with the

shipment with 95 percent accuracy.
2.01 Given 10 unassembled containers of varied sizes, the

student will demonstrate the ability to select the

appropriate container and assemble each container

with 95 percent accuracy.
2.02 Given 20 preassembled containers and packing materials,

, the student will be able to fill the containers
efficiently, close, and label the containers with 95

percent accuracy.

3.01 Given a list of shipping services available and 20

varied types of shipping containers, the student will

select the appropriate carrier with 95 percent accuracy.

4.01 Given a ten-key printing calculator and 20 varied jobs,

the student will be able to operate the machine with

the touch system for 3 minutes at a minimum rate of 100

digits per minute with a maximum of 3 errors.

4.02 GiVen a simulation kit containing zone charts, postal

rate charts, insurance charts; special postage charts,

20 varied containers, scales, and a ten-key printing

calculator. the student will be able to weigh, compute,

and attach .stage with 95 percent accuracy.

5.01 aiven 20 oru.Ls for merchandise and varied business
forme, the student will demonstrate the ability to
prepare bills of lading and records of shipment with

95 percent accuracy.

6.01 Give' a telephone assimilator and 10 varied shipping

problems or situations, the student will be able to
handle the calls promptly and efficiently with 98

percent accuracy.

9
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SHIPPING CLERK Coned

7.01 Given 30 coded documents, the student will b$ able to

sort the documents in 20 minutes-with 97 percent accu-
racy using the alphabetic filing system.

I
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JOB: AIRLINE RESERVATION CLERK

GOAL: The student will be able to obtain, succeed, and advance in
an Airline Reservation Clerk's positiod.

TASKS: 1. Makes and confirms reservations for passengers on
scheduled airline flights using timetables, airline
manuals, and reference guides.

2. Answers inqUiries regarding departures, arrivals, and
baggage limitations.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a telephone assimilator, airline manual, time-
-

table, and 20 telephone reservation situations prepared
by the instructor, the student will be able to execute
the 20 situations with 98 percent accuracy.

1.02 Given a telephone assimilator, timetable, and 10
telephone situations prepared by the instructor, the
student will be able to.confirm reservations with 9R
percent accuracy.

2.01 Given a telephone assimilator, airline manual, and 20
instructor-prepared situations, the student will be
able to answer inquiries about rates for different
classes of service.

2.02 Given a telephone assimilator, timetable, and 10
instructor-prepared inquiries, the student will be able
to answer inquiries promptly about departures and arri=
vals with 98 perdent accuracy.

21
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JOB: TRAVEL CLERK

GOAD: The student will be able to obtain, succeed, and advance in

a Travel Clerk's Position.

TASKS: 1. Plans routes; marks road maps; and computes mileage,

using a ten-key adding machine.

2. Answers inquiries orally and by mail as to accommoda-
tions, points of interest, and time zones.

3. Files documents. r)

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 15 instructox-prepared requests and road maps,

the student will be able to locate desired geographic
point, trace route between specified points, and
compute mileage with 95 percent accuracyr

1.02 Given a ten-key adding machine and 30 varied jobs, the

student will be able to operate the machine at a
minimum rate of 60 digits per minute for 3 minutes with

90 percent accuracy.
201 Given 25 varied requests prepared by the instructor and

the Hotel and Motel Red Book, the student will be able

tAtanswer the 25 inquiries prortly and efficiently

with 95 percent accuracy.

2.02 Given 50 cities and a map showing time zones in the,,

United States, the student will be able to identify

the time zones observed in each city.

2.03 Given 10 envelopes and a list of addresses, the student

will manually address and tuff the envelopes in 15

minutes with 100 perdent accuracy. .

2.04 Given 5 instructor-prepared case histories concerning

human relationships, the student will be able to analyze

4 of the case histories with 95 percent accuracy.

3.01 Givenia simulation file kit containing 50 previously

sorted documents, the student will be able to file the

documents in 20 minutes with 97 percent accuracy using

the alphabeticliling system.
3.02 Given a simulation file kit containing 30 previously

ta, the stu,1,nt w411 be Ahlp to file thesorted documen
documents in 15 minutes with 97 percent accuracy using

the geographic filing system.

12
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JOB: TICKET AGENT .

GOAL: The. student will be able to obtain, succeed, and advance
, -in a Ticket Agent's position.

TASKS: 1. Plans routes.
2. Sells tickets; computes cost of tickets; accepts money;

and makes change.
3. Usef_timetables and rate schedules; giveb,information.

,regarding departures and arrivals,

4. Keeps daily balance sheets of tickets sold and cash'
received.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a rate schedule and 20 instructor- prepared situa-
tions, the studentlwill be able `to plan routes Pend

compute cost of tickets with 100 percent accuracy.
2.01 Given 20 opportunities, the 'student will be able.to

issue tickets and make change in 20 minutes with 100'
percent accuracy when given amounts greater" than cost
of tickets.

3,01 Given timetables and 20 inquiries prepared by ,the
instructor, the student will be able td answer.
promptly inquiries tegafding departures and arrivals
with 98 percent accuracy.

4.01 Given 7 instructot-prepared forms,-the student will
be able to keep a daily record of tickets sold and
cash received for one week with 100 percent accuracy.

eo
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JOB: FILE, CLERK OR RECORDS CLERK

O

GOAL: The student win be able to obtain, succeed, and advance in

a File Clerk's pr Record Clerk's position.

TASKS: :1. Cedes documents.

2. Indexes and cross-references documents.

3.' Sorts and files according to alphabetic, geographic,
numeric, and subject filing systems.

4. Locates and retrieves filed documents.

5. Keepedn- and out-cards On documents removed from the

files. 0

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 50 varied documents, thestudent will be able to
code the documents in 40 minutes with 97 rcent

accuracy.
*

Z.01 Given 40 varied documents, die student mill be able to ..

index and cross-reference the documents in 30 minutes

with 97 percent accuracy.

. 3.01 Given 30 coded documents, the student will be able to 4.,

sort the documents in 20 minutes with 97 perceftt

accuracy using the alphabetic filing system-

3.02 Given 25 coded documents, the student will be able to

sort the documents in 15 minutes with 97 percent

accuracy using the geographic filing systet.

3.03 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent

accuracy using the numeric!filing system.

3.04 Given 30 coded documents; the.studge will-be able-to

sort the documents in 20 minutes w/th 97 percent
accuracy using the subject filing system.

3.05 Given a.simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using

the alphabetic filing system.

3.06 Given a simuldtion.file kit containing 30 previously
sorted documents,'the student will be able tofile the

documents in 15 minutes with 97 percent accuracy using
the geographic, filing system.

3.01 Given a simulation file kit containing 70 previously

sorted documents, the student will be able to file t,Ile

(, documents in 30,minutes with 97 percent accuracy using

the numeric filing system.

*These performance objective standards were established by Records

Controls, Inc., based on surveys of several hundred firms.

24
14



FILE CLERK OR.RECORDS. CLERK Coned I

3.08 Given a simulation file kit:containing 30 previously

sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing system.

4.01 Given a simulation file kit containing 10 misfiled
documents and 4 list of the misfiled documents, the
student will be able to locate and file the documents in
30 minutes with,97 percent accuracy using the alphabetic
filing system and previously learned rules for locating
misfiled uments.

5.01 Given 20 n- andsout-cards and information on 20 records
remove from the files, the,student will complete the .

in- and out-cards in 15.minutes with 97 percent accuracy.
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JOB: .OFFICE MACRINES"OPERATOR

GOAL: The student will be able'to obtain, succeed, and advance in

an Office Machine Operator's position.

TASKS: 1. Operates the ten-key adding machint,Trinting calculator,

and the electronic calculator.

2. Operates, the posting machine.

3. Operates the mimeograph and/or spirit duplicator.

4. Operates the postage meter.machine., and postage scale;

wraps parcel post packages; uses Zip Code Directory

and U.S. Postal Manual.
J.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a ten-key adding machine and 20 varied jobs, the
student will be able'to operate machine with the touch

0 system for 3 minutes at a minimum rate of 100 digits '

per minute with a maximum of',3 errors.

12 ;Given 'a ten-key printing calcUlator and 25 varied jobe,,,i

the student will be able to operate machine with touch
system for 3 *mites at a minimum rate of 100 digits per

minute with a maximum of 3 errors-iv

1.03 Given a full-keyboard adding listing machine and 20
varied jobs, the student will be able t;c1 ofierate machine

for 3 minutes at a minimum rate of 50 digits per minute

with a maximum of 3 errors.

1.04 Given an,electronic calculator and 40 varied jobs, the

student will be able to operate machine at a, minimum

rate of 60 digits per minute for 3 minutes with 90

percent accuracy.
105 Given an electronic calculator and a given set.,o$ pro-

blems involiting addition, subtraction, multiplication
and division, the student will be able to operate

machine with 90 percent accuracy.

2.01 Given a posting machine, accounts receivable Journal,
accounts payable journal, :and 50 ledger cards, the

student will be able to post_ accounts to the 50 ledger.

cards-in 60 minutes with 95 percent accuracy.

3.01 Given a mimeograph or spirit duplicating machine, the

student will be able to reproduce 250 legiule copies
of a stencil or 50 copies of a prepared mas:er with
proper alignmpt, balance, and other traits of appearance

within 5 minutes with 98 percent accuracy.

3.02 Given a mimeograph or spirit duplicating machine and

"necessary cleaning supplies, the student will,be able to

clean machined and add fluid.or-ink, when needed'; in .10

minutes with 95 percent accuracy.

6
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4.02
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4.03

4.04

4.05

Given 25 pieces of varied mail (special delivery,

registered, certified, insured,'Cx0.D.),.postage scale,
and U.S. Postal Manual, the student will be able to
determine postage and fees_for-each-udth-98 lArCent
,accuracy7------,
Given a postage meter, a postage meter record book,. '

and 50 pieces of varied mail each day, the student will
be able to maintain the postage meter record for one

4f

week, making daily entries in dor meter book-with 100(
percent accuracy.

Given 30 pieces of mail, a postage scale, and a postage
meter, the student will be able to place correct amount
of pcstage on each piece df mail in 30 minutes with -100
percent accuracy.,

Given 100 envelopes, addresses, and U.S. Zip Code
Directory, the student will be able to determine the
correct Zip Code for each address in 50"minu'tes with
190 percent accuracy.

Given 10 parcels to be prepared for'mailing and a U.S.
Postal Manual, the student- -will be able to wrap and tie
the parcels and weigh and determine the correct postage
in 10 minutes with 98 percent accuracy.

27
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JOB: BANK TELLER

GOAL: The student should be able to obtain, succeed, and advance

in a Bank Teller's position.

TASKS: 1. Receives checks and cash for deposit.

2. Verifies amounts using ten-key printing calculator and

examines checks for endorsements.

3. Enters deposits in depositor's passbooks or issues

receipts.

4. Cashes cheeks and makes change.

5. Keeps record of money and negotiable instruments involved

in banking transactions.

6. Prepares cashier checks, money orders, and traveler's

checks.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 12 opportunities, the student will be able to

verify amounts on deposit slips, expmine checks for

appropriate endorsement, and initial and stamp deposit

slip in 60 minutes with 98 percent accuracy.

2.01 Given a ten-key printing calculator and 30 varied jobs,

the student will be able to operate the machine at a

minimum rate of 60 digits per minute for 3 minutes with

90 percent accuracy.

3.01 Given 15 opportunities and passbooks or receipts, the

. student will be able to enter the deposit in depositor's

passbook or issue him a receipt in 15 minutes with 100

percent accuracy.

4,01 Given 15 opportunities using checks and various denomi-

nations of money, the student will be able to cash

checks or make change as instructed in 30 minutes with

100 percent accuracy. '

5.01 Given the 12 forms completed in Performance Objective

No. 1.01, the student will be able to record the banking

transactions in 12 minutes with 98 percent accuracy.

6.01 Given 3 cashier checks, 3 money orders, 3 traveler's checks,

and instructor-prepared directions, the student will be able

to prepare the documents in 30 minutes with 100 percent

accuracy.
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JOB: TROLL CLERK

GOAL: The student will be able to obtain, succeed, and advance in
a Payroll Clerk's position.

TASKb: 1. Comiutes employee's net pay.
2. Maintains and verifies payroll register, and employees'

earning records using the ten-key printing calculator.

3. Makes state and federal quarterly 'and yearly payroll
reports using the ten-key printing calculator.

4. Prepares the payroll checks.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 punched time cards, the.student will be able to
compute and verify gross pay in 60 minutes with 95 per-
cent accuracy. ,

-

1.02 Given 10 forms, payroll register, tax schedule, and other
deduction information, the student will be able to
compute and verify net pay in 60 minutes with 95 percent

accuracy.

1.03 Given a ten-key printing calculator and 30 varied jobs,
the student will be able to operate machine with touch
system for-3 minutes, at a minimum rate of 75.digits per
minute with a maximum of 3 errors.

2.01 Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify in 60 minutes with 95 percent accuracy.

3.01 Given 10 employee earnings records and state and federal
quarterly and yearly payroll report forms, the student
will be able to complete the forms in 60 minutes with

100 percent accuracy.
4.01 Given 10 checks and supporting payroll register, the student

will be able to complete check stubs and prepare payroll

checks in 10 minutes with 100 percent accuracy.
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JOB: CLERK I (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance

in a Clerk I's position.

.TASKS: 1. Files documents.

2. Sorts and routes incoming mail.

3. Prepares outgoing mail.

4. Proofreads, sorts varied materials, and checks compu-
za'tions of others for accuracy.

5. Checks forms, lists, questionnaires, and similar
material against established requirements.

6. Receives and receipts for cash payments where amounts
due and fund distribution are computed by other

employees.

7. Performs simple posting where errors would not lead to

serious consequences.
8. Compiles simple records and reports not requiring the

making of }difficult decisions.

9'. May do incidental typing there accuracy rather than

speed is essential.

10. May operate a manual addressograph, adding machine,
ditto duplicator, or other common office equipment not

requiring previous training or experience.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent

accuracy.

1.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes

with 97 percent accuracy.

1.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with'97 percent
accuracy using the alphabetic filing system.

1.04 Given 25 coded documents, the student will be able to
sort documents in 15 minutes with 97 percent accuracy
using the geographic filing system.

1.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

1.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent

accuracy using the,subject filing system.

1.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using

the alphabetic filing system.

20

30



- CLERK I Coned

1.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file
the documents in 15 minutes with 07 percent accuracy
using the geographic filing system.

1.09 Given a simulation file kit containing 70 previously

sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.

1.10 Given's simulation file kit containing 30 previously

sorted documents, the student will be able to file the
documentain 15 minutes with -97 percent accuracy -using
the subject filing system.

1.11 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will-be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and'previously learned rules
for locating misfiled documents.

1.12 Given 20 in- and out-cards and information on 20 records
removed from the files, the student will complete the
in- and out-cards'in 15 minutes with 97 percent accu-
racy..

2.01 Given 25 pieces of incoming mail, date stamp, and

sorting trays, the student will be able to stamp, sort,
and distribute the mail in 40 minutes with 99 percent
accuracy.

3.01 Given 30 pieces-of-mail,- postage scale, and a postage
chart,othe student will be able to record the amount of
postage on each piece of mail in 45 minutes with 99
percent accuracy.

4.01 Given 10 prepared invoices and an adding machine, the
student will check the computations on the invoicesin,
20 minutes with 100 percent accuracy.

5.01 Given. 10 varied business documents and reference
materials, the student will check the documents against
established requirements in-the reference materials in
50 minutes with 98 percent accuracy.

6.01 Given 10 cash payments slips and a cash receipts book,
the student will record the payments and issue receipts
with 100 percent accuracy.

7.01 Given 10 invoices and 10 accounts receivable ledger
cards, the student will post the invoices to the ledger
cards in 10 minutes with 98 percent accuracy.

8.01 Given 10 documents, a report form, and written instruc-
tions, the student will list the specified information
from the documents onto' -the report form in 20 minutes
with 98 percent accuracy.
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JOB: CLERK'II (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
a Clerk II's position.

TASKS: 1. Examines payrolls, vouchers, invoices, statements,
requisitions, and reports for completeness, conformity
with regulations, and accuracy cif computations and
f011ows up discrepancies in personor by correspondence.

2. Prepares payrolls from employees' time reports, checks
time of employees, distributes time io various jobs,
handles discrepancies, and keeps other employee records.

3. Prepares-memorandum records of. departmental activities.
4. Compiles data from office records for use by a superior

where some judgement must be exercised in the selection
of the data.

5. May do incidental typing where accuracy rather than
speed is essential.

PERFORMANCE OBJECTIVES AND CRITERIONREFERENCED MEASURES:

1.01 Given a completed weekly payroll register for 10 employees,
containing errors, the student will verify and correct the
errors in 30 minutes with 100 percent accuracy.

1.02 Given 10_prepared vouchers and reference materials, the
student will verify all information in 15 minutes with
100 percent accuracy.

1.03 Given 10 completed invoices of varying length, the student
will verify all figures on the invoices in 20 minutes with
100 percent accuracy.

1.04 Given 10 statements, the student will verify all figures
on the statements in 20 minutes with 100 percent accuracy.

1.05 Given 5 requisitions and related reference materials, the
student will verify all information on the requisitions

15 minutes with 100 percent accuracy.
1.06 Given 5 reports and related reference materials, the

student will verify all information in,the reports in 50
minutes with.100 percent accuracy.

1.07 Given a report that contains an error, the student will
compose in 30 minutes an effective letter based on pre
scribed conditions listed by the instructor.

2.01 Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with 100
percent accuracy.
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2.02 Given 10 forms, payroll register, tax schedule, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 100
percent accuracy.

2.03 Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify the records in 60 minutes with 100 percent
accuracy.

3.01 Given a list of varied activities and instructor-
prepared instructions, the student will prepare a
written report in 30 minutes with 98,percent accuracy.

4.01 Given 10 varied documents and instructor-prepared
instructions, the student will compile a report,
using selected data from the documents, in 60
minutes with 100 percent accuracy.

5.01 Given 10 labels and a list of addresses, the student
will type the addresses on the labels in 20 minutes
with. 100 percent accuracy.
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JOB: GENERAL OFFICE CLERK

GOAL: The student will be able to obtain, succeed, and advance in

a General Office-Clerk's position.

TASKS: 1. Writes or types bills, statements, receipts, checks or
other documents, copying information from one record to

another.

2. Proofreads records or forms.

3. Counts, weighs, or measures material.

4. Sorts and files records.

5. Receives money from customers and deposits money in

bank.

6. Addresses envelopes or packages by hand, typewriter, or

addressograph machine.
7. Stuffs envelopes by hand or with envelope stuffing

machine.

8. Answers telephone and convey's messages.

9. Stamps, sorts, and, distributes ,:ail.

10.E Stamps or numbers forms by hand or machine.

11. Operates office duplicating equipment.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 varied business source documents and 10
business forms, the student will be able to copy

information from the 10 source documents onto the
business-forms in 30 minutes with 100 percent accuracy.

2.01 Given 10-varied business documents, the student will
proofread, locate, and mark typographical errors in.50

minutes with 100 percent accuracy.
3.01 Given a simulation kit containing instructions, items

of merchandise, and scales, the student will count,

weigh, and measure the merchandise according to
instructions with 100 percent accuracy.

4.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent accu-

racy.

4.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes

with 97 percent accuracy.

4.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent

accuracy using the alphabetic filing system.

4.04 Given 25 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent accu-

racy using the geographic filing system.
4.05 Given 60 coded documents, the student will be able to

sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

4.06 Given 30 coded doCUments, the student will be able to

sort the documents in 20 minutes with 97 percent accu-

racy using the subject filing system.
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4.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents. in 20 minutes with 97 percent accuracy using
the alphabetic filing system.

4.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

4.09 Given a simulation file kit containing 70 previously
sorted documents; the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.

4.10 Given a simulation filekit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing- system.

4.11 Given a simulation file kit containing 10 misfiled docu-
ments and a list of the misfiled documents, the student ,

will be able to locate and file the documents in 30
minutes with 97 percent accuracy using the alphabetic
filing system and previously learned rules for finding
misfiled documents.

4.12 Given 20 in- and out-cards and information on 20 records
removed from the files, the student will complete the
in- and out-cards in 15 minutes with 97 percent accuracy.

5.01 Given 10 checks covering payments of customers' accounts,
the student will complete a deposit slip in 10 minutes
with 100 percent accuracy.

6.01 Given 10 envelopes and a list of addresses, the student

will manually address the envelopes in 5 minutes with
100 percent accuracy.

7.01 Given 10 addressed envelopes and letters, the student
will stuff.the envelopes in 5 minutes with 100 percent
accuracy.

8.01 Given a telephone assimilator and 10 telephone situations
prepared by the instructor, the student will be able to
execute the situations with 98 percent accuracy.

8.02 Given a telephone assimilator, telephone message pad, and
pen, the student will be able to recordand distribute
15 messages with 100 percent accuracy.

9.01 Given 25 pieces tif incoming mail, date stamp, and sorting
trays, the student will be able to stamp, sort, and
distribute the mail in 40 minutes with 97 percent accu-
racy.

10.01 Given 100 invoices, the student will manually number the
invoices in 10 minutes with 100 percent accuracy.

11.01 Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies of a
stencil or 50 copies of a prepared master in 10 minutes
with 98 percent accuracy.
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11.02 Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies,"the student will be able
to demonstrate ability to clean machine and add the
ink or fluid, when needed, in 10 minutes with 100
percent accuracy.
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JOB: ACCOUNTS RECEIVABLE CLERK

GOAL: The student will be able to oltain, succeed, and advance in
an Accounts Receivable Clerk's position.

TASKS: 1. Posts each credit sale to the customer's account.
2. Collects money (payments) from customers and issues

receipts. A
3. Posts each cash receipt to the customer's account.
4. Posts each credit or allowance to the customer's

account.
5. Periodically makes. out deposit tickets and deposits the

money.
6. Verifies the balances of all customers' accounts in he

accounts receivable ledger and sends out monthly state-
ments to all charge customers.

7. Prepares a list, or schedule of accounts receivable,
and adds all balances to determine the total owed by
customers; compares this total with the total of accounts
receivable (control account) in the general ledger.

8. Uses ten-key calculator.
9. Files documents using the alphabetic filing system.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 credit sale slips, the accounts receivable
ledger, and the customers' account sheets, the student
will be able to post each sale to the customers'
accounts in 30 minutes with 95 percent accuracy.

2.01 Given 10 opportunities and a receipt book, the student
will be ablqi,to accept paymat and issue receipts,
making change when given amounts greater than the bill,
in 30 minutes with 100 percent accuracy.

3.01 Given a cash receipts book and ledger account sheets,
the student will be ablePiL2gat_irob receipt stubs 10

-cash-receipts tO-Ehe,proper customer account 1,111 30
minutes with 95 percent accuracy.

4.01 Given 10 credit memos and customers' ledger sheets, the'
student will 1_ able to post each credit to the custo-;

mers' accounts in 30 minutes with 95 percentatCury.
5.01 Given 10 groups of checks, currency and coins, and bank

deposit slips, the student will be able to fill out
deposit slips, using ABA numbers for checks, and endorse
checks manually with restrictive endorsement in 60
minutes with 100 percent accuracy.

6.01 Given 10 customers' ledger sheets and statement forms,
the student will be able to verify customers' balances
by adding debits to balance and subtracting credits from
balance, and prepare a monthly statement for each
customer in 20 minutes with 98 percent accuracy.
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7.01 Given 10 schedules of accounts receivable and the
general ledger, the student will be able to add all
balances to determine the total owed by customers
and compare this total with the total accounts
receivable in the general ledger in 10 minutes with ,

100 percent accuracy.
8.01 Given a ten-key calculator and 30 -varied jobs, the

student wills be able to operate the machine at a

minimum rate of 60 digits per minute for 3 minutes
. _

with 90 percent accpracy.
9.01 Given a simulation file kit containing 50 previously

sorted documents, the student will be able to file

the documents in 20 minutes fifth 97 percent accuracy
using the alphabetic filing system.

9.02 Given 20 in- and out-cards and information on 20
,records removed from the files,.the student will
complete the in- and out-card6 in 15 minutes with 97

percent accuracy.

p
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JOB: ACCOUNTS PAYABLE CLERK

GOAL: The student will be able to obtain, succeed, and advance in
an Accounts Payable Clerk's position.

TASKS: i.,\Nerifies and checks extensions and total on Lach invoice
before posting.

2. Figures the due date of each invoice and checks to see
if there is a discount when, paid by a certain,date.

J. Posts purchases to each creditor's account and computes
balance of each account.

4. Posts payments to the creditors' accounts and computes
new balances.

5. Records any purchase returns or allowances to each credi-
tor's account. . t

6. Verifies the balances of all creditors' accounts.
7. Pays amount,owed to creditors according to terms of

invoice.
8. Prepares a list, or schedule of accounts payable, and

adds all balances to obtain the total owed to creditors;
compares this total with accounts payable in the general
,ledger to"prove the total.

9. Files documents using the alphabetic filing system.
10. Uses,ten-key calculator.
11. Writes letters.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 10 unpaid invoices.of varying length, the student
will be able tb verify invoice computationsI;), ,checking
extensions, sub-totals, Sala. tax, and tbtals by.machine
in 20 minutes with 100 percent.accuracy.

2.01 Given 10 unpaid invoices, the student will be able,t-
mark due - `date,, figure discounts, and sort according to
payment date in '30 minutes with 1QO percent accuracy. /

3.01 Given 10 unpaid invoices, accoUntp payaple ledger, and
credit'ors' ledger 'sheets, the student Will' be Able to
post purchases manually to each creditor's account and
compute new bRlances in30 minutts. with 98 percent
accura 'cy. . . '

4.01 Given 10 paid invoices and the creditors' ledger sheets,
the student will be\ailleto post paymentsnanually to
each creditor's account and compute new balance in
30 minutes with 98 percent accuracy.

5:01 Given 10 purchase returns or allowances and creditors'
`ledger sheets, the student will be able to subtract
returns, computing new balances manually in 20 minutes
with 98 percent accuracy.

6.01 Given 10 creditors' accounts, the student will be able
to verify manually the balance of each account,, adding
credits to the balance and subtracting debits from the
balance in 20 minutes with 98 percent accuracy.
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CCOUNTS'PAYABLE CLERK Cont'd 4

7.01 Given 10 accounts payable, taank'checks, check stubs,

check register or ca3h:disbursements journal; the student

will be able to pay amounts owed to creditors according

to terms of invoice, writing checks in accordance with

ABA requirements and filling in ,check stubs in 30

minutes with 100 percent accuracy.

it 8.01 Given 10 sehedules'of accounts payableand a general

ledger, the 'student will be able to add all balances

to obtain the total owed to creditors and tpmpare this

total with accounts payable total in the general

--ledger in 10 minutes with 100 percent accuracy.

9.01 Given a simulation file kit containing 50 previously

sorted documents, the student will be able to file the

documents in 20'minutes with 97 percent accuracy using

. rhe'alphabetic filing system.

9.02 Given 20 in= and out-cards and information on 20 records

removed from the fileS, the student will be able to

complete the tn- and out-cards in 15 minutes with 97

percent accuracy. 4 , 7 (

10.01 Given a ten-key calculator and 30 varied jobs, the stu-

dent will, be able toloperate the machine at a minimum

rate bf 60 digits per minute for 3 minutes with 90

percent accuracy.'

11.01 Given'2'invpices that contain an error, the student

will be able,to conpite an effective lettei for each

based on prescribed conditions listed by the instructor

in 60, minutes.

N
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JOB: BOOKKEEPER I (Dictionary of Occupational Titles Classifica-
tion)

GOAL: The student will be able to obtkn, succeed, and advance in
a Bockkeeper.I's position.

j

TASKS: 1. Keeps records of financial transactions.
2. Computes employees wages from time cards, and makes up

checks.
3. Prepares withholding, social security, and other tax

reports.

4. Verifies and enters details of transactions as they
occur in chronological order in accounts and cash journals.

5. Operates posting machine.
6. Summarizes details on separate ledgers and transfers

data to general ledger.
7. Compiles statistical reports. '

8. Mails monthly.statements to customers.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:'

1.01 Given a bookkeeping kit with varied recordkeeping forms
and instructions, the student will be able to-'post,
summarize, and maintain legible records of all financial
transactions with 98 percent accuracy.

2.01 Given 10 punched time cards, the student will be able to
compute and verify gross pay in 60 minutes with 100 per-

:cent accuracy.
2.02 %liven 10 forms, payroll register, tax schedules, and

of r deduCtion information, the student will be able to

4
co pute and verify net pay in 60 minutes With 100 percent
accuracy.

2.03 Given 10 payroll forms and employee earnings records, the
student will be able to complete and verify in 20 minutes
with 100 percent accuracy.

2.04 Given a checkbook and supporting payroll register, the
student will be able to complete check stubs and prepare
10 payroll checks in 20 minutes with 100 percent
accuracy.

3.01 Given a completed payroll register on 10 employees and
in adding machine, the student will be able to prepare
reports on social security, insurance, and other with-
holding deductions in 60 minutes with 100 percent accuracy.

4.01 Given 10 prepared invoices and an adding machine, the
student will be able to check the computations on the
invoices in 20 minutes with 98 jercent accuracy.

4.02 Given 10 verified invoices, and cash payments journal,
the stud:Ira will be able to record invoices in chrono-
logical order in 20 minutes with 100 percent accuracy.
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BOOKKEEPER I Cont'd

4.03 Given 10 varied business documents and reference mate-
rials, the student will check the documits against the
figures shown on, the reference materials in 50 minutes

with 98 percent accuracy.
5.01 Given a posting machine, accounts receivable journal,

accounts payable journal, and 50 ledger cards, the
student. will be able to"post 25 accounts payable and
25 accounts receivable' individual accounts in 60

minutes with 100 percent accuracy.

,6.01 Given the accounts payable ledger, an adding machine,
and 10 varied accounts, the student will be able to
p'ait and prove the accounts in 30 minutes with 100'

percent accuracy.
6.02 Given the accounts receivable ledger, an adding machine,

and 10 varied cash receipts, the student will be able to
post the cash receipts and prove the accounts in 30
minutes with 100 percent accuracy.

6.03 Given 10 invoices, 10 accounts receivable ledger cards,
and a posting machine, the student will prove and post

/the invoices to the ledger cards in 20 minutes with 98

percent accuracy.

7.01 Given 10 documents, a report, orm, and written inbtruc-
. tions,.the student will be able to copy the information

from documents onto the Wart form in 20 minutes with

98 percent accuracy.

8.01 Given 30 pieces of outgoing mail, postage scale, and
W.S. Postal Manual, the .student will be able to 4eigh
items, mark correct and appropriate postage on each
.item, and deposit mail in appropriate place in 60

minutes with 98 percent accuracy.
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JOB: KEYPUNCH OPERATOR

GOAL: The student will be able to obtain, succeed, and advance in

a Keypunch Operator's position.

TASKS: 1. Keypunches numeric and alphabetic data from varied

source documents onto punched cards.

2. Mounts program cards on the program drum.

3. Achieves proficiency in the operation of the keypunch

4- machine.

4. Prepares program cards.

5. Removes jammed cards.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given a kit with punching instructions for 10 programs,

the basic program codes, and 10 IBM cards, the student

will prepare the program cards in 50 minutes with 96

percent accuracy.
2.01 Given 6 TDM cards, the student will mount the 6 cards on

the drum. in 3 minutes with 100 percent accuracy.

3.01 Given a kit with punching instructions for an inventory

job with equal fields and 17 IBM cards, the student will

prepare a program card and keypunch the 17 cards in 30

minutes with 96 percent accuracy using numeric source

data.

3.02 Given a kit with punching instructions for an inventory

job with unequal fields and 17 IBM cards, the student

will prepare a program card and keypunch the 17 cards

in 30 minutes with 96 percent accuracy using numeric

source data.

3.03 Given a kit with punching instructions for a sales job

and 25 IBM cards, the student will prepare a program

card and keypunch the 25 cards in 35 minutes with 96

percent accuracy using numeric and alphabetic source

data.

3.04 Given a kit with punching instructions for a payroll job

and 75 IBM cards, the student will prepare kprogram
card and keypunch the 75 cards in 1 hour and'25 minutes

with 96 percent accuracy using numeric and alphabetic

source data.

3.05 Given a kit with punching instzuctions for an accounts

receivable job and 145 IBM cards, the student will

prepare a dual program card and keypunch the 145 cards in
3 hours with 96 percent accuracy using numeric and

alphabetic source data.
3.06 Given a kit with punching instructions for an accounts

payable job and 152 IBM cards, the student will prepare

a dual program card and keypunch the 152 cards in 3

hours with 96 percent accuracy using numeric and alpha-

betic source data.
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KEYPUNCH OPERATOR Cont'd

3.07 Given a kit with punching instructions for a Cobol
program job and 13 IBM cards, the student will prepare

a program card and keypunch the 13 cards in 30 minutes

with 96 percent accuracy using numeric and alphabetic

source data.

3.08 Given a kit with punching instructions for a Fortran
program job and 20 IBM cards, the student will prepare
a program card and keypunch the 20 cards in 40 minutes

with 96 percent accuracy using numeric and alphabetic

source data.

3.09 Given instructor-prepared payroll punching information,
program card, and 112 IBM cards to be used in four 15-

minute timings, the student will keypunch 28 cards in
each 15-minute timing with 96 percent accuracy.

4.01 Given. instructor-prepared instructions and 4 IBM cards,

the student will plan the program card format and key-
punch the 4 program cards in'60 minutes with 96 percent

accuracy.

5.01 Given a keypunch machine with jammed cards and a sawtooth
file, the_student will remove the cards and keypunch
instructor-prepared data onto an IBM card to demonstrate
that the jammed cards were correctly removed and the
keypunch machine is functioning properly.
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JOB: RECEPTIONIST (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
a Receptionist's position.

TASKS: 1. Receives visitors, clients, or Customers.
2. Answers telephone.
3. Keeps record of callers.
4. Answers routine inquiries.
5. Makes appointments.

6: Performs variety of clerical duties.
7. Uses city telephone directory.
8. Sorts and files correspondence and other varied

documents.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 5 receptionist jobs in the General Office kits
the student will be able to 'handle situations promptly
and efficiently with 98 percent accuracy.

1.02 Given 10 receptionist workbook jobs, the student will
be able to handle situations accurately, promptly
and efficiently with 98 percent accuracy.

1.03 Given 5 receptionist jobs in a secretarial workbook,
the student will be able to handle the situations
promptly and efficiently with 98 percent accuracy.

1,04 Given 15 opportunities to ace as receptionist in the
school office, the student will.be able to handle all
situations promptly and efficiently with 98 percent
accuracy.

2.01 Given a telephone assimilator and 20 varied situations
prepared by the instructor, the student will be able
to handle the situations promptly and efficiently
with 98 percent accuracy.

2.02 Given 10 varied telephone jobs from a receptionist
workbook, the student will be able to answer calls
promptly and efficiently with 98 percent accuracy.

2.03 Given 15 opportunities to answer the telephone in the
school office, the student will be able to handle the
calls promptly and efficiently with 98 percent accuracy.

3,01 Given a telephone assimilator, pad, and pen, the stu-
dent will be able to record 15 incoming calls neatly
with 100 percent accuracy.

4.01 Given 20 varied business inquiries prepared by.the
instructor or taken from a receptionist workbook, the
student will be able to answer the tnquiiies promptly
and efficiently with 98 percent accuracy.

5.01 Given 25 varied appointment situations from workbook
or instructor-prepared materials, the student will be
able to make the appointments with 100 percent accu-
racy.
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6.01 Given an Advancedpewriting Office Practice kit, the
student will be able to complete all jobs in the kit
promptly, neatly, and efficiently with 95 percent
accuracy.

7.01 Given a list of 25 names, the student will be able to
locate and list the telephone numbers of the manes
in 10 minutes with 98 percent accuracy.

8.01 Given 50 varied documents, the student will be able to
code rEe documents in 40 minutes with 97 percent
accuracy.

8.02 Given 40 varied docUments, the student will be able to
index and cross-reference the documents in 30 minutes

with 97 percent accuracy.

8.03 Given 30 coded documents, the student will be able to .
sort the documents in 20 minutes with 97- percent

accuracy using the alphabetic filing system.
8.04 GiVen 25 coded documents, the student will be able to

sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

8.05 Given 60/ coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

8.06 Given 30 coded documents, the student will be able tol
sort.,the documents in 20 minutes with 97 percent

accuracy using the subject filing system.
8.07 Given a simulation file kit containing 50 previously

sorted documents, the, student will be able to file the
documents in 20 minutes with 97 percent accuracy using

the alphabetic filing system.
8.08 Given a simulation file kit containing 30 previously

sorted documents, the student will be able to file the
docilmnts'in 15 minutes with 97 percent accuracy using
the geographic filing system.

8.09 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file
the documents in 30 minutes with 97 percent accuracy
using the numeric filing system.

8.10 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file
thedocuments in 15 minutes with 97 percent accuracy
using the Subject filing system.

8.11 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules

or locating misfiled documents.
8.12 Given 20 in- and out-cards and information on 20

records removed from the files, the student will
complete the in- and out-cards in.15 minutes with
97 percent accuracy.
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JOB: TYPIST CLERK I (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
a Typist Clerk I's position.

TASKS: 1. Types final copy from rough draft; transcribes from
dictating machine or detailed instructions, forms,
letters, memoranda, mailing lists, index cards, and
other material.

2., Proofreads varied typed and printed material.
3. Cuts stencils or master units for use on duplicating

machine and operates a mimeograph machine.
4. Sorts and routes incoming mail; folds letters, bills,

bulletins, and other material for mailing; and
addresses envelopes on a typewriter.

5. Checks business forms, extensions, and computations;
reports discrepancies; posts data to establish forms;
and makes simple compilations1

6. Sorts and files correspondence, checks, vouchers, index
cards, medical charts, forms, and other material
numerically, alphabetically, or by predetermined
classification.

7. Answers telephone; routes_visitors and telephone calls;
secures and gives out routine information.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given at least 25 varied copies of rough draft
material, the student will be able to type in final
form 25 copies of rough draft material with 95
percent accuracy.

1.02 Given 20 belts or tapes, the student will be able to
transcribe a full page of single-spaced typing with no
more than 3 errors; a half page with no more than 1
error.

1.03 Given a typewriting office practice kit, the student
will be able to type at least 10 varied business forms,
letters, memoranda, mailing lists, index cards, and
other documents with 95 percent accuracy.

2.01 Given a minimum of 20 varied copies of typed or printed
material, the student will be able to proofread 20
varied copies and make necessary corrections with 98
percent accuracy.

3.01 Given stencils or masters and 10 varied documents, the
student will be able to cut each stencil or master
with 98 percent accuracy.

3.02 Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies
of a stencil or 50 copies of a prepared master within
5 minutes with proper alignment, balance, and other
traits of appearance with 98 percent accuracy.
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3.03 Given a mimeograph or spirit duplicating machine and
-

necessary cleaning supplies, the student will be able
to clean machines and ;add fluid or ink, when needed,
in 10 minutes with 95 'percent accuracy.

4.01 Given 20 pieces of incoming mail and date stamp, the
student will be able to open -- except confidential or
personal- -stamp and sort the pieces of mail in 20.

minutes with 98 peroent accuracy.

4.02 Given a typewriting kit with 10 envelopes and varied
documents, the student will be able to address the
envelopes, fold the documents, and insert the documents
in the envelopes in 15 minutes with 95 percent accuracy.

5.01 Given a completed weekly payroll register for 10
employees, the student will verify all figures in 30
minutes with 100 percent accuracy.

5.02 Given 10 prepared vouchers and reference materials, the
student will verify all inforoiation in 15 minutes with

100 percent accuracy.

5.03 Given 10 completed invoices of varying length, the
student will verify all figures on the invoices In 20
minutes with 100 percent accuracy.

5.04 Given 10 punched time cards, the student will be able
to compute /and verify gross pay in 60 minutes pith 100

percent accuracy..

5.05 Given 10 invoices and 10 accounts receivable ledger
cards, the student will post the invoices to the ledger
cards in 10 minutes with 98 percent accuracy.

6.01 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

6.02 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

6.03 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

6.04 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing.systmm.

6.05 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using

the alphabetic filing system.

6.06 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.
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6.07 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.

6.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able.to file
the documents in 15 minutes with 97 percent accuracy',
using the subject filing system.

6.09 Given a simulation file kit containing 10 misfiled
documents and a list of the:misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the
alphabetic Mina system and previously learned rules
for locating misfiled documents.

6.10 Given 20 in- and out-cards and information on 20
records remtived from the files, the student will cam-
plete the in- and out-cards in 15 minutes with 97
percent accuracy.

7.01 Given a telephone assimilator and 26 varied telephone
situations prepared by the instructor, the student will
be able to handle the varied telephone situations
promptly and efficiently with 98 pei.cent accuracy.

7,02 Given 10 varied telephone jobs from the receptionist
workbook, the student will be able to answer calls
promptly and efficiently with 98 percent accuracy.

7.03 Given 15 opportunities to answer the telephone in the
school office) the student will be able to handle 15
calls promptly and efficiently with 98 percent accuracy.

7.04 Given a telephone assimilator, pad, and pen, -the. student
will be able to record 15 incoming calls neatly with
100 percent accuracy.

7.05 Given 5 receptionist jobs 3n the general office practice
kit, the student will be able to handle situations
promptly and efficiently with 98 percent accuracy.

7.06 Given 10 receptionist workbook jobs, the student will
be able to handle situations accurately, promptly; and
efficiently with 98 percent accuracy.

7.07 Given 5 receptionist jobs in a secretarial workbook, the
student will be able to handle the situations promptly
and efficiently with 98 percent accuracy«

7.08 Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 percent
accuracy.
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JOB: TYPIST CLERK II (State Civil Service Cldssification)

GOAL: The student will be able to obtain, succeed, and advance in

a Typist Clerk II's position.

TASKS: 1. Types varied documents from rough draft or from
definite instructions; transcribes from thedictating

machine.

2. Composes and types correspondence.

3. Performs computations and posts statistical records.

4. Supervises clerical employees engaged ineposting,
filing, sorting, dictation, and other routine clerical

work. ,-

5. Examines varied applications for discrepancies and
reports to supervisor; conducts a follow==up on each
discrepancy in person or by correspondence.

6. Maintains general office files.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 30 varied copies of rough draft material, the
student will be able to type in final form the varied

documents with 98 percent accuracy.

1.02 Given 20 belts or tapes, the student will transcribe a

full page of single-spaced typing with no more than 3

errors; a half page with no more than 2 errors; and

postal cards and envelopes with)-no more than 1 error.

1.03 Given belts or tapes, the student will transcribe memos

and reports for a period of 30 minutes at a minimum

rate of 30 wpm with 95 percent accuracy.

2.01 Given 15 varied jobs from the typewriting office
practice kit, the student will be able to type the

varied forms, letters; mimoranda, mailing lists, index
cards; and other documents with 98 percent accuracy.

3.01 Given an electronic calculator or ten-key printing
calculator and a given ,set of problems involving addi-
tion, -subtraction, multiplication, and division, the

student will-be able to make computations on all jobs

promptly with 100 percent accuracy.

3.02 Given a posting machine, cash receipts journal, and 50
ledger cards, the student will be able to post payments

to the ledger cards in 60 minutes with 100 percent
accuracy.

3.03 Given 10 documents, a report form, and written or oral'
instructions, the student will list the documents on

the report'form in 20 minutes with 98- percent accuracy.

4.01 Given 5 opportunities to supervise and assist class-
mates in 5 varied clerical jobs, the student will be

able to supervise classmates with 95 percent accuracy
using an instructor-prepared checklist. '
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5.01 Given 25 varied applications for enrollment in any
course, .the student will, be able to verify the applical

tions and follow-up, when necessary, in 60 minutes with

100 percent accuracy.
5.02 Given 10 varied business documents and reference

materials, the student will check the documents against
established requirementS in the reference materials
in 50 minutes with 98 percent accuracy.

5.03 Given 25 varied applications form the typewriting office
practice kit, the student will be able to verify the
varied applications and follow-up, when necessary, with
98 percent accuracy.

6.01 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

6.02 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent accu-
racy using the geographic filing system.

6.03 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 per9ent accu-
racy using the numeric filing system.

6.04 Given 30 coded documents, the strident will be able to

sort the documents in 20 minutes with 97 percent

accuracy using the subject filing system.
6.05 Given a simulation file kit containing 50 previously

sorted documents, the student will be able to file the
document. in 20 minutes with 97 percent accuracy
using the alphabetic filing system.

6.06 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15.minutes with 97 percent accuracy
using the geographic, filing system.

6.07 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy
using the numeric filing system.

6.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy
using the subject.filing system.

6.09 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents-
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules
for locating misfiled documents.

6.10 Given 20 in- and out-cards and information on20
records removed from the files, the, student will
complete the in- and out-cards in 15 minutes with 97
percent accuracy.
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SOB: TRANSCRIBING MACHINE OPERATOR

GOAL: The student will be able to obtain, succeed, and advance
in a Transcribing Machine Operator's position.

TASKS: 1. Transcribes letters, reports, or other recorded data
usinetsgzscribing machine and typewriter; addresses
and stuffs envelopes.

2. Proofreads varied documents.

3. Acts as office receptionist by answering the telephone,
routing callsand visitors, and giving out routine
information.

4. Sorts and files according to alphabetic, geographic,

numeric, and subject filing system.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 20 belts or tapes, the student will transcribe a
full page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and
postal cards and envelopes with, no more than 1 error.

1.02 _Given belts or tapes, the student will transcribe memos
and reports for a period of 30 minutes at a minimum
rate of 30 wpm with 95 percent accuracy.

1.03 Given at least 25 varied copies of rough draft mate-
rial, the student will be able to type in final form
the copies of rough draft material with 95 percent

accuracy.
1.04 Given a Typewriting Office Practice kit containing

varied forms such as letters, memoranda, mailing lists,

index cards and other materials, the student will be
able to type at least 10 forms with 95 percent\

accuracy.
1.05 Given stencils or masters and 10 varied docuAnts, the

student will be able to cut each stencil or master
with 98 percent accuracy.

4 1.06 Given a typewriting kit with 10 envelopes and,yaried.docu-
ments, the student will be able to address the envelopes,
fold the documents, and insert the documents into the
envelopes in 15 hinutes with 95 percent accuracy.

1.07 Given an Advanced Typewriting Office Practice kit, the
student will be able to complete all jobs in the ,office
practice kit promptly, neatly, and efficiently with 95

percent accuracy.

2.01 Given a minimum of 20 varied copies of typed or
printed material, the student will be able to proof-
read the various copies and make necessary corrections

with 98 percent accuracy.

3.01 Given 10 receptionist jobs in a clerical workbook,, the
student will be able to handle the situations promptly
and efficiently with 95 percent accuracy.
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3.02 Given 5 receptionist jobs in a secretarial workbook,
the student will be able to handle the situations
promptly and efficiently with 95 percent accuracy.

e73.03 Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle,a1(
situations promptly and efficiently with 98_petEent
accuracy. -

3.04 Given a telephone assimilator and office situations
prepared by the instructor, the student will be able
to handle at least 15'varied telephone calls promptly
and efficiently with 98 percent accuracy.

3.05 Given 10 telephone jobs from a receptionist workbook,
the student will be able to answer calls promptly and
efficiently with 98 percent accuracy.

3.06 Given at least 15 opportunities to answer the telephone
in the school office, the student will be able to handle
calls promptly and efficiently with 98 percent accuracy.

3.07 Given a telephone assimilator, pad, and pen for incoming
calls, the student will be able to record 15 calls
neatly with 100 percent accuracy.

3.08 Given 50 varied business inquirieg'prepared by the
instructor or tasks from the receptionist workbook,
the student will be able to answer the 50 inquiries
promptly and efficiently with 95 percent accuracy..

3.09 Given 25 varied appointment situations from workbook

or instructor-prepared material, the student will be
able to make the 25 appointments with 100 percent ac-
curacy.

4.01 Given 50 varieddocuffients, the student will be able to
code the documents in 40 minutes with 97 percent
accuracy.

4.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes
with 97 percent accuracy.

4.03 Given 30 coded documents, the student will be'able to
sort the documents in 20 minutes with 97 perbent
accuracy using the alphabetic filing system.

4.04 Giyen 25 coded documents, the student will be able to

sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.,

4.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

4.06 Giyen 30 coded documents, the student will be able to

sort the documents in 20 minutes with 97 percent
accuracy'Using the subject filing system.

4.07 Given a simulation file kit containing 50 previously
sorted detuments, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic filing system.
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4.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able tofile-the,
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

4.09 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to fi]e the
documents in 30 minutes with 97 percent accuracy
using the numeric filing system..

4.10 Given a simulation file kit containing 30 previously
sorted docUments, the student will be able to file the
documents in 15 minutes with.97 percent' accuracy using
the subject filing system.

4.11 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy usin3 the
alphabetic filing system and.previously learned rules
for finding misfiled documents.

4.12 Given 20 in- and\ out -cards and information on 20

records removed from the files, he student will com-
plete the in-Qand out-cards in 14 minutes with 97
percent accuracy.
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JOB: STENOGRAPHER CLERK I (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in
a Stenographer Clerk I's ;position.

TASKS: 1. Takes and transcribes ictation consisting of letters,
reports, statements, m oranda, and other material.

2. Independently composes and types simple form letters or

letters of a standardized nature.
3. Compiles and types departmental reports of a nontechnical

and simple nature.

4. Sorts and distributes incoming mail; folds, seals, and

addresses outgoing mail.
S.' Files various materials alphabetically, numerically, or

according to a predetermined classification.

6. Cuts mimeograph stencils and operates a mimeograph
machine; operates other simple office machines.

7. Types purchase orders, payrolls, reports, bulletins,

index cards, and similar material.
8. Performs routine tasks in keeping financial records and

accounts.

9. Answers the telephone and acts as office receptionist;
routes calls and visitors; gives out routine information.

PERFORMANCE OBJECTIVLb AND CRITERION-REFERENCED MEASURES:

1.01 Given dictation from new material at 80 wpm for 3
minutes, the student will be able to write in shorthand

and transcribe 3 letters with no more than 9 errors.

1.02 Given 20 belts or tapes, the student will transcribe a
full page of single-spaced typing with no more than 3

errors; a half page with no more than 2 errors; and

postal cards and envelopes with no more than 1 error.'

1.03 -Given belts or tapes, the student will transcribe memos

and reports for a period of 30 minutes at a minimum

rate of 30 wpm with 95 percent accuracy.
2.01 Given 20 varied textbook or instructor-prepared letter-

writing situations, the student will be able to compose
the responses for each situation with 95 percent

accuracy.
3.01 Given at least 25 varied copies of rough draft material,

the student will be able to type in final form the copies
of rough draft material with 95 percent accuracy.

3.02 Given a minimum of 20 varied copies of typed or printed
material, the student will be able to proofread the
various copies and make necessary corrections with 98

percent accuracy.

3.03 Given a typewriting kit with 10 envelopes and varied

"documents, the student will be able to address the
envelopes, fold the documents, and insert the
documents into the envelopes in 15 minutes with 95

percent accuracy.
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1
4.01 iven ;0 pieces of incoming mail and date stamp, the

tudent will be able to open--except confidential or
ersonal--stamp, and sort the mail in 20 minutes with

8 percent accuracy. A

4.02 Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes

with 100 ere t accuracy.

4.03 Given 100 envelopes, addresses, and a U.S. Zip Code
Directory, the student will be able to record the
nnrrant 7ip rntio fnr addrpaQ in 5n minntas

100 percent accuracy.

5.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent accu-
racy.

5.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes
with 97percent accuracy.

5.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

5.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

5.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

5.06 Given 30 coded documents, the student will be able to
sort the documents in 20 rinutes with 97 percent
accuracy using the subject filing system.

5.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file
the documents in 20 minutes with 97 percent accuracy
using the alphabetic filing system.

5.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

5.09 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.
.GivenGiven a simulation file kit containing 30 varied

\I

previously sorted documents, the student wiliNbe able
to file the documents in 15 minutes with 97 percent
accuracy using the subject filing system.

,5.11 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
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in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously. learned rules
for misfiled documents.

5.12 Given 20 in- and out-cards and information on 20
records removed from the files, the student will
complete the in- and out-cards in 15 minutes with 97
percent accuracy on records removed from the files.

. 6.01 Given stencils or masters and 10 varied documents,
the student will be able to cut each stencil,or master
with 98 percent accuracy.

6.02 Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies
of a stencil or 50 copies of a prepared master with
proper alignment, balance, and other traits'of appear-
ance within 5 minutes with 98 percent accuracy.

6.03 Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies, the student should be
able to demonstrate ability to clean machine and add
ink or fluid, when needed, within 10 minutes with 95
percent accuracy.

7.01 Given a typewriting office practice kit containing
,10 varied forms such as letters, memoranda, mailing
lists, index cards, and other materiali, the student
will be able to type the forms with 95 percent
accuracy.

8.01 Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with 95
percent accuracy.

9.01 Given a telephone assimilator and 41 varied situations
"prepared by the instructor, the student will be able

to handle the situations promptly and efficiently with
98 percent accuracy.

9.02 Given a telephone assimilator, pad, and pee, the stu-
dent will be able to record 15 incoming calls neatly
with 100percent accuracy.

9.03 Given 20 varied business inquiries prepared by the
instructor or taken from the receptionist workbook,
the student will be able.to answer the inquiries
promptly and efficiently with 98\percent accuracy.

9.04 Given 25 varied appointment situations from workbook
or instructor-prepared materials, the student will be
able to make the appointments with 10b.percent
accuracy.
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JOB: STENOGRAPHER CLERK II (State Civil Service Classification)

GOAL: The student will be able to obtain, succeed, and advance in

a Stenographer Clerk II's position.

TASKS: 1. Reads incoming mail and assembles files and other mate-

rial to facilitate reply by a superior.

2. Composes and: types correspondence requiring knowledge

of departmental operations and regulations, which may

not be reviewed by a'superior.

3. Takes and transcribes dictation of letters, memoranda,
articles, addresses, and other material; may take and

transcribe difficult and specialized terminology.

4. Maintains mailing lists and is responsible for mailing

circulars or releases periodically.

5. Maintains general office files, simple account records,

and a variety of other office records.

5. Types minutes of official meetings, tabular data,
accounting reports, forms, payroll, specifications,
and other material from rough draft, dictating machine

cylinlers, or instructions.

7. Supervises several clerical employees engaged in posting,

filing, sorting, taking dictation and typing in a
clerical pool, or other routine work; sees that proce-

dures are followed, maintains production, and checks

the more difficult work.
8. Answers telephone or acts as office receptionist, routes

office calls and visitors, gives out :ormation to the

public in reference to departmental services, policies
or regulatitnis.

9. Performs roalne tasks in keeping financial records and

accounts.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 20 pieces of incoming mail and date stamp, the

student will be able to open, stamp, sort, read, and
assemble files to facilitate replies by a superior

with 95,percent accuracy.
2.01 Given 20 varied textbook or instructor-prepared letter-

writing situations, the student will be able to compose
the responses for each situation with 95 percent

accuracy.
3.01 Given dictation from new material at 80 wpm for 3

minutes, the student will be able to write in shorthand
and transcribe 3 letters with no more than 9 errors.

4.01 Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes

with 100 percent accuracy.
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STENOGRAPHER CLERK II Cont'd

4.02 Given 100 envelopes, addresses, and a U.S. Zip Code
Directory, the student will be able to record'the cor-
rect Zip Code for each address in -60 minutes with
100 percent accuracy.

5.01 Given 50 varied documents, the student will be able to
code the documents in 40 mluutes with 97 percent,
accuracy.

5.02 Given 40 varied documents, the student will be able
. to index and cross-reference the documents in 30

minutes with 97 percent accuracy.
5.03 Given 30 coded documents, the student will be able to

sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

5.04 Given 25 coded documents, the student will be Ale to
sort the documents in 15 minutes with 97 perce&.,
accuracy using the geographic filing system.

5.05 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filihg system.

5.06 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system.

5.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file
the documents in 20 minutes with 97 percent accuracy
using the alphabetic filing system.

5.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

5.09 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file the
documents in 30 minutes with 97 percent accuracy using
the numeric filing system.

5.10 Given a simulation file kit containing 30 previously'

sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using
the subject filing system.

5.11 Given a simulation file kit containing misfiled docu-
ments and a list of the misfiled documents, the student
will be able to locate and file 10 documents in 30
minutes with 97 percent accuracy using the alphabetic
filing system and previously learned rules for misfiled
documents.

5.12 Given 20 in- and out-cards and information on 20 records
removed from the files, the student will complete the
in- and out-cards in, 5 minutes with 97 percent accu-
racy on records removed from the files.
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STENOGRAPHER CLERK II Coned

6.01 Given at least 30 varied copies of rough draft material,
the student will be able to type the copies of rough
draft material in final form with 95 percent accuracy.

6.02 Given typewriting office practice kit, the student will

be able to type at least 15 each of various forms, let-
ters, memoranda, mailing lists, index cards, and other

materials with 95 percent accuracy.

6.03 Given 20 belts or tapes, the student will transcribe a
full page of single-spaced typing with no more than 3
errors; a half page with no more than 2 errors; and

postal card% and envelopes with no more than 1 error.

6.04 Given baits or tapes, the student will transcribe memos
and reports for a period of 30 minutes at a minimum rate

of 30 wpm with 95 percent accuracy.
6.05 Given an advanced typewriting office practice kit, the

student will be able to complete all jobs in office

practice kit promptly, neatly, and efficiently with 95

percent accuracy.
7.01 Given at least 10 opportunities, the student will be

able to supervise and assist classmates in 10 varied

clerical jobs with 95 percent accuracy using an instruc-

tor-prepared checklist.
8.01 Given 5 receptionist_ jobs in the general office practice

kit, the student will be able to handle situations
promptly and efficiently ;with 95 percent accuracy.

8.02 Given 10 receptionist workbook jobs, the student will be

able to handle situations promptly and efficiently with
95 percent accuracy.

8.03 Given 5 receptionist jobs in secretarial workbook, the

student will be able to handle situations promptly and

efficiently with 95 percent accuracy.

8.04 Given 15 opportunities to act as receptionist in school
office, the student will be able to handle all situations
promptly and efficiently with 98 percent accuracy.

8.05 Given a telephone assimilator and office situations
prepared by instructor, the student will be able to

handle at least 15 varied telephone calls promptly and
efficiently with 98 percent accuracy.

8.06 Given 10 telephone jobs from receptionist workbook, the

student will be able to answer calls promptly and

efficiently with 98 percent accuracy.

8.07 Given at least 15 opportunities to answer telephone in

school office, the student will be able to handle calls

promptly and efficiently with 98 percent accuracy.

8.08 Given a telephone assimilator, pad, and pen, for incoming

calls, the student will be able to record 15 calls neatly

with 100 percent accuracy.
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STENOGRAPHER CLERK II Coned .

8.09 Given 50 varied business inquiries prepared by the
instructor or taken from the receptionist workbook,
the student will be able to answer the inquiries
promptly and efficiently with 95 percent accuracy.

8.10 Given 25 varied appointment situations from workbook
or instructor-prepared material, the student will be
able to make the 25 aPpointients with 100 percent
accuracy.

8.11 Given a list of 25 names, the student will be able to
locate and record the telephone numbers of the
nampa within ln minurpg with 9R parront accuracy,

9.01 Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with
95 percent accuracy.

9.02 Given 10 forms, payroll register tax schedule, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 95
percent accuracy.

9.03 Given a ten-key printing calculator and 30 varied jobs,
the student-will be able to operate machine with touch
system for 3 minutes at aiminimumrate of 75 digits
per minute with a maximum of 3.errors.'

9.04 Given 10 payroll register forms and employee earnings
records, the student will be able to complete and
verify in 60 minutes with 95 percent' accuracy.'

9.05 Given 10 employee earnings records and state and
federal quarterly and yearly payroll report forms, the
student will be able to complete the forms in 60
minutes with 100 percent accuracy.

9.06 Given 10 checks and supporting payroll register, the
' student will be -able to complete check stubs and
prepare the payroll checks in to minutes with 100

percent accuracy.
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JOB: SECRETARY

GOAL: The student will be able to obtain, succeed, and advance in

a Secretary's position.

TASKS: 1. Takes and transcribes dictation,; with a high degree of

accuracy, consisting of general and statistical reports

and correspondence, and other material of a confidential

nature by shorthand methods and/or from a machine.

2. Operates simple office equipment.

3. Types varied documents.

4. Dates, stamps, sorts, and allocates mail delivered to
the office; folds,, seals, and addresses outgoing mail.

5. Maintains general office files, technical and confiden-
tial files; locates and retrieves filed documents.

6. Answers telephone and/or acts as office receptionist,
routes office calls-and visitors, and gives out

information to the public.

7. Secures,. compiles, and assembles data from general
references and statistical documents.

8. Keeps records of financial transactions and accounts.

9. Composes, edits, and-proofreads varied statistical
-documents, correspondence, reports, and other material
requiring knowledge of the office regulations and

licies.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given. dictation containing varied information, the
student will be able to write in shorthand outlines at
the rate of 90 wpm for 3 minutes with 98 percent accuracy.

1.02 Given 20 belts or tapes containing varied information,

the student will transcribe a,full page of single-
spaced typing with no more than 3 errorsa half paga
with no more than 2 errors; and cards containing
numerical information with no more than 1 error.

1.03 Given belts or tapes containing varieZ information,
the student will transcribe memos and reports for a
period of 30 minutes at a minimum rate of 30 wpm,

with 95 percent accuracy.

2.01 Given a ten-key adding machine and 20 varied jobs, the

student will be able to operate the machine with the

touch system for 3 minutes at a minimum kate:of 100

digits per minute with a maximum of 3 errors.

2.02 Given a ten-key printing calculator and 25 varied jobs,

the student will be able to operate the machine with

the touch system for.3 minutes at a minimum rate of

100 digits per minute with a maximum of 3 errors.

2.03 Given a full-keyboard adding listing machine and 20

varied jobs, the student will be able to operate
machine for 3 minutes at a minimum rate of 100digits
per minute with a maximum of 3 errors.
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SECRETARY Cont'd

2.04 Given an electronic calculator and 40 varied jobs, the
student will be able to operate machine at a minimum
rate of 60 digits per minute for 3 minutes with 90
percent accuracy.

2.05 Given an electronic calculator and a given set of
problems involving addition, subtraction, multiplica-
tion, and division, the student will be able to operate
machine with 90 percent accuracy.

2.06 Given stencils or masters and 10 varied documents, the
student will be able to cut each stencil or master with
98 percent accuracy.

2.07 Given a mimeograph or spirit.duplicating machine, the
student will be able to reproduce 250 legible copies'
of a prepared stencil or 50 legible copies of a prepared
master with proper alignment, balance, and other traits
of appearance within 5 minutes with 98 percent accuracy.

2.0.$ Given a mimeograph or spirit duplicating machine and
necessary cleaning supplies, the student will be able
to clean machine and, when needed, add fluid or ink
in 10 minutes with 95 percent accuracy.

2.09 Given, statement forms, current charges, and a copy
machine, the student will be able to produce_legible_
copies according to the instructor's directions with
100 percent accuracy.

3.01 Given a minimum of 20 varied copies of typed or printed
statistical material, the student will be able to
proofread the copies.and make necessary corrections
with q8 percent accuracy.

`3.02 Given statistical data, the student will be able to
type from handwritten copy a table of four columns
(6-10 letter` characters per line), 10 lines per column
with 100 percent accuracy.

3.03 Given numbers in tabular form, the student will be able
to type at a rate of 100 figures per minute for 3
minutes with 100 percent accuracy.

4.01 Given 20 pieces of incoming mail and date stamp, the
student will be able to open--ex6ept confidential or
personal--stamp, and sort the mail in 20 minutes with
98 percent accuracy.

4.02 Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes
with 100 percent accuracy.

4.03 Given 100 envelopes, addresses, and a U.S. Zip.Code
Directory, the student will be able to determine the
correct Zip Code for each address in'50 minutes with
100 percent accuracy.

4.04 Given a typewriting kit with 10 envelopes and varied
documents, the student will be able to address the
envelopes, fold the docUmenta, and insert them into
enveloped in 15 minutes with 95 percent accuracy.
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5.01 Given 50 varied documents, the student will be able to
code the documents in 40 minutes with 97 percent

accuracy.

5.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in.30 minutes

with 97 percent accuracy.
5.03 Given.30 coded documents, the student will bg able to

sort'the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

5.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 Percent
accuracy using the geographic filing system.

5.05 Given 60 coded dOcuments,,the student will be able to
sort the documents in 15minutes with 97 Percent
accuracy using the numeric filing system.

5.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

5.07 Given a simulation file kit containing 50 previously
sorted documents, the student will be able to file

the documents in 20 minutes with'97 percent accuracy

using the alphabetic filing system;

5.08 Given a simulation file kit containing 30 previously
sorted.documents, the student ill be able to file
the documents in 15 minutes with 97 percent accuracy
using the geographic filing system.

5.09 Given a simulation file kit containing 70 previously
sorted documents, the student yill be able to file the
documents-in 30 minutes with 97 percent accuracy using

the numeric filing system.

5.10 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the
documents in 15 minutes with 97 percent accuracy using

the subject filing system.

5.11 Given a simulation file kit containing 10 misfiled
documents and a list of the misfiled documents, the
student will be able to locate and file the documents
in 30 minutes with 97 percent accuracy using the
alphabetic filing system and previously learned rules

for locating misfiled documents.

5.12 Given 20 in- and out-cards and information on 20
records removed from the files, the student will
complete the in- and out-cards in 15 minutes with

97 percent accuracy.

6.01 Given 5 receptionist jobs in\a secretarial workbook,
the student will be able to handle the situations
pibmptly and efficiently with 98 percent accuracy.
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SECRETARY Coned

6.02 Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 percent
accuracy.

6.03 Given a telephone assimilator and 20 varied situations
prepared by the instructor, the student will be able
to handle the situations promptly and efficiently with
98 percellt accuracy.

6.04 Given 10 varied telephone jobs from the receptionist
workbook, the student will be able to answer calls
promptly and efficiently with 98 percent accuracy.

6.05 Given a telephone assimilator, ted, and pen, the
student will be able to record 15 incoming calls neatly
with 100 percent accuracy.

6.06 Given 25 varied appointment situations from workbook
or instructor-prepared material,- the student will
ba able to make the appointments with 100 percent
accuracy.

7.01 Given 10 varied documents and instructor-prepared
directions, the student, using selected statistical
data from documents, will,compile a report in 69,
minutes with 100 percent accuracy.

8.01 Given 10 prepared invoices and an adding machine, the
student will be able to check the computations on the
invoices in 20 minutes with 98 percent accuracy.

8.02 Given 15 opportunities using checks and various
denominations of money, the student will be able to
cash checks or make change as instructed in 30 minutes
with 100 percent accuracy.

8.03 Given 12 opportunities, the student will be able to
verify amounts on deposit slips, examine checks for
appropriate endorsement, and initial and stamp deposit
slips in 60 minutes with 98:percent accuracy.

8.04 Given archarge slips, customer names, and addresses,
the student will be able to preparethe necessary
statements and envelopes in 60 minutes with 98 percent
accuracy.

1

8.05 Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with
100 percent accuracy.

8.06 Given 10 forms, payroll register, tax schedules, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 100
percent accuracy.

8.07 Given 10 payroll forms and employee earnings records,
the student will be able to complete and verify in
20 minutes with 100 percept accuracy.

8.08 Given a checkbook and supporti9g payroll register, the
student will be able to prepare 10 payroll checks and
complete check stubs in 20 minutes with 100 percent
accuracy.
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SECRETARY Coned,

8.09 Given a completed payroll register on 10 employees and
an adding machine, the student will be able to prepare
the reports on social security, insurance, and other
withholding deductions in 60 minutes with 100 percent

accuracy.
9.01 Given 20 varied textbooks or instructor-prepared

letter- writing situations, the student will be able to

compose the response for each situation with 95 percent

accuracy.

9.02 Given 10 varied business documents and reference .

materials, the student will be able to check the

dOcuments against established'requirements in the
reference materials in 50 minutes with 98 percent

accuracy.
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JOB: LEGAL SECRETARY

GOAL: The student will be able to obtain, oceed, and advance in

a Legal Secretary's position,

TASKS: le Organizes and maintains office files, using alphabetic,

numeric, and subject file systems; locates and retrieves

filed documents.

2. Types varied legal documents from dictatiL, hand-

written drafts, and corrected rough drafts which requires

a knowledge of legal forms, terminology, and procedures.

3. Takes and transcribes legal and confidential dictation

consisting of letters, memos, reports; and maduscripEs

by shorthand methods and/or from a machine requiring a

high degree of accuracy.
A

4. Independently composes and types simple form letters
and inquirjac of a grandardized nature, such as a

request for accident reports, etc.
.

5. Operates.simple office machine's, supervises care of

office equipment, and handles service calls.

6. Takes inventories and makes requisitions for office

supplies and materials.

7. Reads incoming mail7-except that marked confidential

___and_persoaal--prepares galendar, and assembles files

and other maierlals to facilitate replies by superior.

8. Uses postage meter to process.outgoing mail and keeps

postage meter record.

9. Receives visitors and clients.

10'. Answers telephone, keeps 'record of callers, makes

appointments and enters them in calender file, and

gives out information to the publioin answer to

routine inquiries. '

11. Conducts research independently pr upon request,

12. Recordslee payments, issues receipts, marks clients'

ledger cards, and posts accounts journal.
13. Brings clients' ledger cards up to date and preparers

clients' statements or photocopies clients' ledger
cards which will sere as end7of-mohth statements. .

14. Makes bank deposits and maintains'a petty cash fund'

15. Computes employees' wagei and writes checks.

16. Prepares employer ail& employee reports.
17. ,Demonstrates initiative and responsibility by organii-

in'g activities according to priorities.

PERFO4MANCEOBJECTIVkS AND CRITERION-REFERENCED MEASURES:

1.01 Given Leal Office Procedures Practice set, the student

will able eb perform the activities as indicated in
the set with 98 percent accuracy.
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-

1.02 Given 50 varied documents, the studentwili be able to
code the documents in 40 minutes with 9,7 percent

accuracy.

, 1.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent

accuracy using the alphabetic filing system.

1.O4 GiVen60 coded documents, the-student Will be able to

sort the documents in 15 minutes with 97 percent.
accuracy.using the numeric filing system.

1.05 Given 30 coded documents, the student will be able to
sorttthe documents in 20 minutes with 97 percent ,

accuracy using the subject filing sy13tem.

1.06 "-Given a simulation file kit containing 50 previously
sorted documents; the student will be ableto file
the documents'in 20 minutes with 97 percent accuracy

using the alphabetic filing system.
147 Given asimulation file kit.containing 30 previously

sorted documents, the student will be able to file
the documents in 15 minutes with 97 percent ,accuracy,

the subject filing, system. ,

1.08 Given a simulation file kit containing 70 previously
sortaildiammatheitudent will be able to file

.
the documents in 30 minutes with' 97 percent accuracy

sing the numeric filing system.

1.09 G en a simulation file kit containing 10 misfiled

do ents, a list of the misfiled documents, and using

pr- ously learned rules for locating misfiled docu-
ents, the student will be able to locate and file

the documents in jb minutes with 97 percent' accuracy

using-the alphabetic filing system.
Lai Given dictation from the Legal Office Pr edures

Practiceditation booklet, the student ill be able

'to transcribe at 30 wpm with all errors corrected'

neatly in acceptable format'according to gal

'Office Typing Manual.

2.02 Given 20 belts or tapes, the student will transcribe
legal documents at 30 Wpm in acceptable format
according to Legal Office Typing manual with 100

petce t accuracy.

2.03 Given 25 varied copies of rough-draft tSerial
d

(handwritten or corrected), the student be able

to'type the copies In final form at 50 wpm with no

more than 2arrors.
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2.04 Given 80 legal vocabulary words, the student will be
able to correctly spell and define with 95 percent

accura :y.

2.05 Given a minimum of 20 varied copies of typed or

'printed material, the student will be able to proofread

the copies and make necessary corrections with 100

percent accuracy.

3.01 Given dictation'from new material at 80 wpm for 3
minutde, the student will be able to write in shorthand
and transcribe 3 letters or reports with no more than

9 errors.
3.02 Given dictation at 80 wpm, the student will Ike able\to

transcribe at 30 wpm the shorthand notes for 3 letters
of medium length into mailable copy and address an

envelope for each letter.

3.03 Given 10 envelopes and a list of addresses, the student
will menually address the envelopes in 5 minutes with

100 percent accuracy.
4.01 Given 20 varied textbook or instructor-prepared

letter-writing situations, the student will be able

to compose the responses for each situation with 95

percent accuracy.

.,k 5.01 Given a ten-key printing calculator and 30 varied jobs,

the student will be able to operate the machine at a
minimum.rate of 60 digits per minute for 30 minutes

with 100 percent accuracy.
5.02 Given a ten-key adding machine and 20 varied jobs, the

student will be able to operate the machine with the
touch system for 3 minutes at a minimum rate of'100

digits per minute with a maximum of 3 errors.

5.03 Given 5 instructor-prepared machine problems, the

studentwill write letters stating the problems and
requesting service for each machine.

6.01 Given a price list, requisition forms, and 10

instructor-prepared orders for office supplies, the
student will be able to prepare the requisition forms
with100 percent accuracy.

7.01 Given 25 pieces of incoming mail, Sate stamp, sorting

trays, and calendar, the student will be able to open,

read, sort, enter necessary information on calendar

sheet, pull necessary files, and distribute the mail

and related files in 60 minutes with 97 percent

accuracy.

' 8.01 Given 30 pieces of outgoing mail, postage scale, U.S.

Postal Manual, and a postage meter, the student will

be able to place correct amount of postage on Ldeh

piece in 30 minutes with 100 percent accuracy.
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8.02 Given a postage meter, a postage meter record book, and
50 pieces of varied mail each,day, the student will be
able to maintain the postage meter record for one week,
making daily entries in the meter book with 100 percent

-accuracy.
9.01 Given 5 receptionist jobs in the General Office Practice

kit, the student will be able to handle the situations
promptly and efficiently with 98 percent-accuracy.

9.02 Given 15 opportunities to aet as receptionist in the
school office, the student will be able to handle all

situations promptly and with 98 percent

accuracy.

10.01 Given a telephone assimilator and 20 varied situations

prepared by the instructor, the student will be able to
handle the situations promptly and efficiently with 98

percent accuracy.

10.02 Given 10 varied telephone jobs from. the receptionist
workbook, the student will be able to handle the calls
promptly and efficiently with 98 percent accuracy.

10.03 Given a telephone assimilator, pad, and pen, the student
will be able to record 15 incoming calls neatly with 100
percent accuracy.

10.04 Given 15 varied business inquiries prepared by the
instructor or taken from a receptionist workbook, the
student will,be able to answer the inquiries promptly
and efficiently with 98 percent accuracy.

10.05 Given 25 vartLed appointment situations from a workbook
or instructor-prepared material, the student will be

able to mak the appointments by entering each on the,

calendar wi h 100 percent accuracy.

i1.01 Given an in tructor-prepared problem for research
such as thelprobate procedure within a particular state,

the student ill be able to list the general routine
or steps of 'probate, the check list for probate, and
other significant information in the form of notes on

separate she4ts.
12.01 Given 10 ins6Fuctor-prepared jobs or jobs from the

Legal Office Procedures Job Booklet, the student will
be able to coM-lete the jobs using the pegboard system

with 97 percen accuracy.

12.02 Given 10 opport nities and a receipt book, the student
will be able to accept payment and issue receipts in
30 minutes with '00 percent accuracy.

12.03 Given 10 account payable or fees payable, blank
checks, check stu s, check register 61. cash disburse-
ments journal, th student win be able to pay amounts
owed according to *nstructoes directions, writing
checks in accordance with ABA requirements and filling
in check stubs in 39 minutes with 100 percent accuracy.
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13.01 Given 10 clients' ledger cards and instructor,prepared
directions for fees to be charged, the student will
date and enter fee charges, list services performed,
date, total, photocopy bills and prepare for mailing

with 100 percent accuracy.
14.01 Given 10 checks, currency and coins, and bank deposit

slips, the student will be able to fill out deposit
slips, using, ABA numbers for check identification, and

endorse checks with restrictive endorsements with 100
percent accuracy.

14.02 Given 5 opportunities, the student will prove the petty
cash fund daily for one week with 100 percent accuracy.

15.01 Given 10 forms, payroll register, tax schedules, and
other deduction information, the student will be able
to compute and verify net pay in 60 minutes with 100

percent accuracy.
15.02 Given 10 payroll forms and employees' earnings records,

the student will be able to prepare the payroll,
complete check stubs, and write checks in 20 minutes

with 100 percent accuracy.
16.01 Given a completed payroll register on 10 employees and

an adding machine, the student will be able to prepare

reports on so...i71 security, insurance, and other
withholding de44=tions in 60 minutes with 100 percent

accuracy.
16.02 Given 10 employee earnings records and state and

federal quarterly"wd yearly report forms, the student
will be able to complete the forms,in 60 minutes with

100 percent accuracy.
17.01 Given a Legal Office Procedures Practice set of 23'job .

assignments for 5 days of secretarial work in a law
office, the student will be ably: to perform the
activities outlined in 5 days with 98 percent accuracy.

17.02 Given 5 prescheduled daily calendars, the student will
remind the instructor, as if he were a lawyer, of his

time schedule.
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JOB: MEDICAL SECRETARY
b

GOAL: The student will be able to obtain, succeed, and advance in
a Medical Secret:-Iry's position.

TASKS: 1. Types varied documents using medical terminology.
2. Operates simple office equipment.
3. Takes and transcribes confidential medical dictation

by shorthand methods and/or from a machine requiring
a high degree of accuracy.

4. Date stamps, sorts, and allocates mail delivered to the
office; folds, seals, and addresses outgoing mail.

5. Organizes and maintains office files and locates and
retrieves filed documerits.

6. Answers telephone and/or acts as office receptionist,
routes office calls and visitors, and gives ot4 informa-
tion to the public.

7. Secures, compiles:, and assembles data from general
references and'medical manuals.
Keeps records of financial transactions and accounts.

9. Composes, edits, and proofreads various medical documents,
correspondence, reports, and other material requiring
knowledge of the office regulations and policies.

10. Prepares d'octor's appointment Calendar and assembles
files and other related materials to facilitate replies
to patients, insurance companies, and others.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given straight printed or handwritten copy Containing
medical terminology, the student will be able to type
at a rate of 50 wpm for 5 minutes with no more than 0
2 errors.

1.02 Given a corrected or handwritten draft of approximately
300 words, the student will produce a double-spaced,

. corrected or error'-free copy in 15 minutes.

1.03 Given a handwritten copy of a business letter of average
length, the student will be able to.produce a' mailable
letter with one carbon copy and an addressed envelope
in 10 minutes.

1.04 Given a minimum of 20 varied copies of typed or printed
materials, the student will be able to proofread the
copies and make necessary corrections with 98 percent
accuracy.

2.01 Given a ten-key adding machine and 20 varied jobs, the
student will be able to operate machine with the touch
system for 3 minutes at a minithum rate of 100 digits per
minute with a maximum of 3 errors.

2.02 Given a ten-key printing calculator and 25 varied jobs,
the student will be able to operate machine with the
touch system for 3 minutes at a minimum rate of 100
digits per minute with a maximum of 3 errors..
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MEDICAL SECRETARY Coned

2.03 Given a mimeograph or spirit duplicating machine, the
student will be able to reproduce 250 legible copies
of a prepared stencil or 50 copies of a_prepared

master with proper alignment, balance, and other traits
of appearance within 5 minutes with 98 percent accuracy.

2.04 Given a mimeograph or spirit duplipting machintand
necessary cleaning supplies, the student-will brable
to clean machine and, when needed, add fluid or ink
in 10 minutes with.95 percent accuracy.

2.05 Given statement forms, current charges, and a copy
- machine, the student will be able to produce legible

copies according to the instructor's directions with
z100 percent accuracy.

3.01 Given 20 belts or tapes containing medical information,
the student will transcribe a full page of single-spaced
typing with no more than 3 errors; a half page with no
more than 2 errors; and record'heets and file cards
with no more than 1 error.

3.02 Given belts or tapes containing meaical information, the
student will transcribe memos and reports for a period
of 30 minutes at a minimum rate of 30 wpm with 98 per-
cent accuracy.

3.03 Given dictation containing medical information, the
student will be able to -write shorthand outlines at the
rate of 90 wpm for 3 minutes with 98 percent accuracy,

4.01 Given 20 pieces of incoming mail and date stamp, die
student will be able to open--except confideritial or
personal--stamp, and sort th-, mail in 20 minutes with
98 percent accuracy.

%.02 Given 20 pieces of mail, a postage scale, and a postage
meter, the student will be able to place the correct
amount of postage on each piece of mail in 30 minutes
with 100 percent accuracy.

4.03 Given 100 envelopes, addresses, and a U.S. Zip Code
Directory,, the student will be able to record the
correct Zip Code for each address in 50 minutes with
100 percent accuracy.

4.04 Given 20 envelopes and 20 varied documents, the
student will be able to fold the documents correctly
and insert them in the envelopes within 5 minutes'with
98 percent accuracy.

5.01 Given 50 varied documents, the student will be able to
code !.1e documents in 40 minutes with 97 percent
accuracy.

5.02 Giveh 40 varied documents, the student will be able to
index and cross-referencetthe documents in 300minutes
with 97 percent accuracy.
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MEDICAL SECRETARY Contid4

5.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing system.

'5.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the geographic filing system.

5.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent
accuracy using the numeric filing system. .

5.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent'
accuracy.using the subjea filing system..

5.07 Gi.vena simulation file kit containing 50 previously
sorted documents: the student will be able to file the
documents in 20 minutes with 97 percent accuracy using
the alphabetic filing system. .

5.08 Given a simulation file kit containing 30 previously
sorted documents,, the student will be able to file the

documents in 15 minutes with 97 percent accuracy using
the geographic filing system.

5.09 Given a simulation file kit containing 70 pre-Aously
sorted documents; the'student will be able to file the'
documents in 30 minutes wit 97 percent accuracy"using
the numeric filing system.

5.10 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file
the documents in 15 minutes with 97 percent
accuracy using the subject filing system.

5.11 given a simulation file kit containing 10 misfiled
documents and a list of misfiled documents, the student
will be able to locate and file the documents in 30,
minutes with 97 percent accuracy using the alphabetic
filing system and previously learned rules for locating
misfiled documents.

5.12 Given 20 in- and out-cares and information en 20 records
removed from the files, the student will complete the
in- and out-cards in 15 minutes with 97 percent accuracy.

6.01 Given 5 receptionist jobs in a secretarial workbook, the
student will be able to handle the situations promptly
and efficiently with 98 percent accuracy.

6.02 Given 15 opportunities to act as receptionist in the
school office, the student will be able to handle all
situations promptly and efficiently with 98 pecent
accuracy.

6.03 Given a telephone assimilator and 20 varied situations
prepared by the instructor, the student will be able to
harldle the situations promptly and efficiently with 98

percent accuracy.
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MEDICAL SECRETARY Cont'd
1

6.04 Given a telephone assimilator, pad, and pen, the
student will be able to record 15 incoming calls'

neatly with 100 phrcent accuracy.

6.05 Gives 25 varied appointment situations from workbook
or instructor-prepared materials, the student will be

able to make the appointments with 100 percent accuracy.

.7.01 Given specific instructions, medical manuals, and a
list of general reference materials, the student will
secure, compile, and assemble the relevant data with

98 percent accuracy.
8.01 Given 10 prepared invoices and an adding machine, the

student will be able to check the computations .on the

invoices in 20 minutes with 98 percent accuracy.

8.02 Given 15 opportunities using checks and varied
denominations of money, the student will be able to
cash checks or make' change as instructed in 30 minutes

with 100 percent accuracy.

8.03 Given 12 opportunities, the student will be able to

verify amounts on deposit slips, examine checks for
appropriate endorsement, and initial and stamp deposit

slips in 60 minutes with 98 percent accuracy.
8.04 Given 20 charge slips, patients' names, and addresses,

the student will prepare the necessary statements and
envelopes in 60 minutes with 98 percent accuracy.

8.05 Given 10 punched time cards, the student will be able
to compute and verify gross pay in 60 minutes with

100 percent accuracy.

8.06 Given 10 forms, payroll register, tax schedules, and
other deduction information, the student Will be able

to compute and verify net pay in 60 minutes with 100

percent accuracy.

8.07 Given 10 payroll forms and employee earnings records,
the student will be able to complete and verify in

20 minutes with 100 percent accuracy.

8.08 Given a checkbook and supporting payroll register, the
student will be able to complete the 10 check stubs
and prepare the payroll checks in 20 minutes with

100 percent accuracy.

8.09 Given a completed payroll register on ,10 employees and

an adding machine, the student will beable to prepare
reports on social security, insurance, and other
withholding deductions in 60 minutes with 100 percent

accuracy.

9.01 Using instructor-prepared materials or materials from

the Medical Secretary Office Practicelpet, the student

will, edit, proofread, and prepare the varied documents

with 98 percent accuracy.

9.02 Given 20 varied textbook or instructor-prepared letter-
writing situations, the student will be able to compose
the response for each situation with 95 percent accuracy.
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MEDICAL SECRETARY Coned

10.01 Given instructor-prepared instructions or materials from
the Medical Secretary Office Practice set, patients'
files, and other related materials, the student will be
able to prepare.thecalendar for one week's appointments
and assemble the related files and information with 100
percent accuracy.
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JOB: EXECUTIVE SECRETARY OR ADMINISTRATIVE SECRETARY
(Dictionary of Occupational Titles Classification)

GOAL: The student will be able to obtain, succeed, and advance
in an Executive or Administrative Secretary's position.

TASKS: 1. Maintains official corpot'ation records.

2. Executes administrative policies determined by or in

conjunction with other officials.
3. Prepares memorandums outlining and explaining adminis-

trative procedures and policies to supervisory workers.

4. Plans conferences.
5. Prepares records, such as notices, minutes, stock

issues and transfers, and resolutions for stockholders'
and directors' meetings.

6. Prepares and files corporate. legal documents with
government agencies to conform with statutes.

7. Performs publicity work in small organizations, such as
trade, civic, or welfare associations.

PERFORMANCE OBJECTIVES AND CRITERION-REFERENCED MEASURES:

1.01 Given 50 varied documents, the student will be ab/rto
'code the documents in 40 minutes,with'97 percent

accuracy.

1.02 Given 40 varied documents, the student will be able to
index and cross-reference the documents in 30 minutes
with 97 percent accuracy.

1.03 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the alphabetic filing sydiem.

1.04 Given 25 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent accu-,
racy using the geofraphic filing system.

1.05 Given 60 coded documents, the student will be able to
sort the documents in 15 minutes with 97 percent -\

accuracy using the numeric filing system.

1.06 Given 30 coded documents, the student will be able to
sort the documents in 20 minutes with 97 percent
accuracy using the subject filing system.

,1.07 Given a simulation Ale kit containing 50 previously
sorted documents, the student will be able to file the
documents in 20 minutes with 97 percent accuracy using

the alphabetic filing system.

1.08 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file
the documents in 15 minutes with 97 percent accuracy
using the geographic filing system.
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EXECUTIVE SECRETARY OR ADMINISTRATIVE SECRETARY Cont'd

1:09 Given a simulation file kit containing 70 previously
sorted documents, the student will be able to file
the documents in 30 minutes with 97 percent accuracy
using the numeric filing system.

1.10 Given a simulation file kit containing 30 previously
sorted documents, the student will be able to file the

documents in 15 minutes with 97 percent accuracy using
the subject filing system.

2.01 Given 10 case problems from the Supervision textbook,
the student will be able to formulate solutions to the
cases in 60 minutes.

-Alw. 3.01 Given 5 problems requiring the preparation of memoran-
dums, the student will be able to compose effective
memorandums and type them in final form.

4.01 Given a list of names and topics involved in a confer-
ence, the student will be able to plan and organize
the conference according tothe instructor's directions.

4.0:: Using the information provided in Performance Objective
4.01, the student Will be able to complete the planning
of the conference by typing and mailing notices to
conference participants and completing physical
arrangements according to the instructor's directions.

5.01 Given 10 varied jobs from the TypewritingOffice
Practice kit, the student will be able to complete the
jobs with 98 percent accuracy.

5.02 Given 10 varied jobs from the Executive Typewriting
kit, the student will be able to complete the jobs with
98 percent accuracy.

6.01 Given 10 varied corporate documents and rules for
filing these documents with government agencies from
College Law textbook, the student will be able to
indicate correct filing procedures in 10 minutes by
_writing on an instructor-prepared form where each
document is to be filed with 98 percent accuracy.

7.01 Given 3 varied topics, the student will' be able to
prepare, newspaper articles or ads for publication to

the satisfaction of the instructor.

4
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STUDENT'S COPY

LEARNING PACKET FOR

SALES CLERK JOB
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JOB: SALES CLERK

GOAL: The student will be able to obtain, succeed, and advance
in a Sales Clerk's poSition.

TASKS: 1. Prepares cash and credit sales tickets.
2--;--R-CeiCret payment for merchandise and makes change.
3. Prepares credit memo forms.
4. Stocks shelves.

5.. Wraps and bags merchandise.
6. Demonstrates-positive attitudes toward co-workers

and customers.

PERFORMANCE OBJECTIVES AND.CRITERION-REFERENCED MEASURES:

- - -

1.01 Given 10 sales tickets of varied length, the student
will be able to complete cash or credit sales tickets
in 30 minutes with 97 percent accuracy.

2.01 Given 20 sales transactions,'the student will make
change in 15 minutes ith 95 percent accuracy when
given amounts greater than the sales tickets.

3.01 Given '10 credit memo forms covering :afferent types of
merchandise, the student will be able to complete the
forms with 95 percent accuracy.

4.01 Given instructor- and student-prepared materials, the
student will demonstrate ability to stork shelves
according to instructor-prepared instructions.

5.01 Given a simulation kit With wrapping paper, bags, and
merchandise, the student will demonstrate ability to
wrap and bag different types of merchandise according
to ipsfructions contained in the simulation kit.

6.01 Given 5 instructor-prepared case histories concerning
human relations, the student will analyze 4 of the
case histories_with_95_percent accuracy.
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JOB:1 SALES CLERK

erformance Objective No. 1

Given.12;sales tickets, the.studfnt will be able to complete cash
or charge sales tickets in 30 minutes with 97 percent accuracir.

Prerequisites

The student must score 85 percent on a basic arithmetic review test
(enclosed). If the student does not score 85 percent, he should be
given a. review in basic arithmetic, using Steck-Vaughn's Working
with Numbers series or comparable materials prepared or chosen by
the instructor. Upon completion of the basic arithmetic review,
the student should be retested

--------------liaterials and/or Equipment

Sales list, sales slips, and price catalog (instructor-prepared or
available in qouth-Western Clerical Record Keeping kit).

Activities for Performance Objective No. 1

1. During the previous week, the sales listed on the enclo Id sheet
were made. Prepare the 40 customer sales sli ccdrdi tto

instructions given below:

A. Write'carefully, neatly,,. and:clearly.
B. Write your name on the line after 'the word "Agent."
C. Fill in the lines for date, customer, and street.
D. Use dseparate line for each purchased item.
E. Use price catalog to determine price of each item.
F. Add the prices of all purchased items and write the'total

on the line with the word "Total."

-7

G. Determine the sales tax on this tOtnrand-write:ihe amount
on the "Sales Tax" line (sales tax is 5!Z of total).

H. Add the totaY and the sales tax and write the amount on the
line with the words "Pay this Amount."

I. Circle "cash" or "charge" according to type of sale.
J. Number each sales slip to corresportd to customer list.

2. Upon satisfactory completion of Activity No. 1, ask the instruc-
tor for the Performance Objective No. llest.
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST

Catalog No. Price

After Shave Lotion 74 $1.89

. '2.69Bath Brush 38

Bath Mist 75 2.29

Bath Oil
4

76 2.10

Bath Powder 72 2.10

Bath Refresher 78 2.09

Bathtub Brush 31 1.89

Body Lotion 56 1.29

Bowl Brush 37 1.89

Bowl Cleaner 42 ,75 .

Bristle Comb 62 3.05

Bubble Bath \ 73 1.10

Cleansing Cream 59 2.48

Cologne 264 1.98

Comb Set 65 2.39

Compact - 216 3.00

Cream Sachet 270 1.49

Deodorant 70 1.09

Deodorizer 20 2.00

Dry Mop 122 3.65

Dust Glove 515 1.15

Duster Spray 111 1.95

Dusting Powder 83 2.69

Fiber Broom 119 '2.89

Foot 4ray BO 1.98
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE 'APT

Catalog NO Price

Furniture Polish '25 $1.79

Furniture Wax 24 1.79

Glass Cleaner 165 \ 1.19

Grease Chaser I48 1.60

Hair Rinse 272 1.30

Hair Spray 276 1.80

Hairbrush
1 32 3.09

Hand Brush 39 .49

Hand Cream 50 2.09

Hand Lotion 52 1.30

Insect Killer 716 2.19

Ironing Board Cover 96 2.89

Light Mirror 418 9.88

Lipstick 34 .98

Moth Ptoofer 153 2.35

Nail Polish 53 1.10

Perfume 268 4.50

Pet Shampoo 609 1.19

Room Spray 22 1.75

Rug Shampoo Set 840 11.50

5hampoo
1A.

71 1.98

Shave Cream 79 1.10

Silver Polish 87 .99

Sponge Mop 112 4.25
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST

I

Catalog No. Price

Spot Remover 12 . $ 1.69,

Stand Mirror 415 10.30

Steel Sponges 141 1.98

Suntan Lotion 58 1.95

0 85
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JOB: SALES CLERK 0

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

1. Mrs.'Nachan Smiley
432 Edson Place

Cz,uu .14U

1 Hand tutLen
1 Beth Oil

rcsai

'. hr.. James Coursun
.403 Edson Fluct.

1 Bowl Brun
1 Bathtub Brush
1 Bowl Cleaner

CASH

3. Mrs. Lon a= Kummer
38b Flacu

1 Bach Brush
I Bristle Cued;

I Foot Spray
ChAna

4. Mts. 1,;urdou viinters

213 Liilous Avenue

I Dusting Powder
CASci

5.' Mrs. Ronala Recors
224 ...tonS A4enue

I put Remover
1 ILouine, bcard :.'over

Silver roiish
1 tordotant

CL!ARG

"ule
3u6 LLOuz i-.17ettlue

Z..e.h Rerzt-he.

t 1-utntture

CUSTOMER LIST
May 5

so.

76
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7. hrs. Samuel Targel
201 Uclij Avenue

1 Sponae Mop
1 Fiber Broom
1 Bowl brush
1 Bathtub Brush

CASH

b. Mrs. Jams Clark
225 Uclid Avenue

1 After Shave Lotion
1 Deordorant
1 Shave Cream
1 Bubble Bath

CASH

9. Mrs. Norbert Angell
240 Uclid Avenue

1 Hand Brush
2 Bristle Combs
2 Deodorants

CHARGE

10. Mrs. David MacCruder
301 Uclid Avenue

1 Lipst!ck
1 Deodorant

CASH

11. Mrs. Benjamin Oiley
40 cross Avenue

1 Stnran Lotion
1 Baud Cruam
1 Compuct

CASa

,12. Mrs. Michael Grant
63 Cross Avenue'

1 U:aver Fulisc
1 bath Oil

SUI-.7.1t LJelce

I hi.fin

CPARCZ



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1

ACTIVITY NO. 1

13. Mrs. William Petal
85 Cross Avenue

1 Comb Set
1 Dry Mop
1 Foot Spray

CASH

14. Mrs. Robart March
99 Cross Avenue

1 Insect Killer
1 Glass Cleaner

CASH

.15. Mrs. James Storey.

130 Cross Avenue

1 Pet Shampoo
1 Room Spray

16. Mrs. Lloyd Marshall
485 Clinton Avenue

1 Hairbrush
1 Comb Set

CHARGE

17. Mrs. Morris Mentor
.506 Clinton Avenue

1 Stand Mirror
i Bath Brush

AR6E
V

18, Mrs. James Johnson
222 Yale Avenue

Ci
I

1 Furniture Wax

CASH ft

19. Mrs. Layton Shields
592 Clinton Avere

1 flair Spray

1 Hair Rinse
l'Silver Polish

CHARM:

CUSTOMER LIST
May 6

77

20. Mrs. Gene Sheridan
290 Yale Avenue

1 Bowl Brush
1 Bowl Cleaner

CASH

21. Mrs. David Needle
296 Yale Avenue

1 Ironing Board Cover
1 Furniture Wax

CHARGE

22. Mrs. Saul Maybaum
356 Yale Avenue

1 Compact

CASH

23. Mrs. Robert Scherer
219 State Street

1 Bath Oil
1 Comb Sat
1 Hand Lotion
1 Compact

CHARGE

24. Mrs. .Arthur Morley

227 State Street

1 Bath Mist
1 Bath Brush
1 Bath Oil

- CHARGE

25. Mrs. Richard Kestner
235 State Street

1 Deodorizer
1 Steel Sponge
1 Cream Sachet

CHARGE

26. Mrs. Jervis Smith
240 State Street

CASH

1 Grease Chaser



JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY 'NO. 1

CUSTOMER LIST
May 7

27. Mrs. Morton Catler 34. Mrs. Steven Longman,
252 State Street 109 New Street

1 Cologne
1 Dry Mop

1 Perfume
1 Dust Glove

CASH CASH

*sr

28. Mrs. Joseph, Lang 35. Mrs. Louis Lassiter
19 Main Street

176 New Street

1 Stand Mirror
1 Hand Brush

CASH
1 Hairbrush

CASH ,

29. Mrs. Henry Rand
48 Main Street 36. Mrs. Al Steeley

183 New Street
1 Deodorizer
1 Furniture Wax 1 Furniture Polish
1 Hand Brush CASH

CHARGE

37. Mrs. James Coltar
30. Mrs. Jerome Jay 126 New Street4

'86 Main Street

1 Deodorizer
1 After Shave Lotion 1 Cream Sachet
1 Shave Cream CHARGE

CASH

38. Mrs. David Duncan
31. Mrs. Alfred Stoner 427 Long Avenue

112 Main Street

1 Stand Mirror CASH
CASH

1 Fiber Broom

39. Mrs. Lewis Griffin
32. Mrs. Milton T.angton 472 Long Avenue

88 New Street

1 Shampoo
1 Sponge Mop 1 Hand Cream
1 Fiber Broom CHARGE

CASH

40. Mrs. L. Wister
33. Mrs. Franklyn Meadows 125 Rose Street

101 New Street

1 Compae.
1 Bristle Comb Lipstick4

CASH 1 Bath Powder
ChARGE

p
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PERFORMANCE OBJECTIVE O. 1
. ACTIVITY NO. 1

Ageriv

Custor'er

Street

1
ii(OME PROW '-IS CO.

.
(

Date

Quantity No Dmeription' Pna.

.

..,-
I

CASH

CHARGE

Total

Saks Tax

P.P. th,s Amt

I 1

r--.--..-...-

i

3
00..0.: vitooucTs (

I Agent

0.
r

C tomer

r)

Street

Quantity No Description
-1"-

. Palm.

-- - -
t

I- ...., t.---
.

---.. ../--

CASH Total

CHARGE Saks Tan

Pay Ms Am%

i
,

i

4

79

Name

2
HOME PRODUCTS CO.

Agent
.-

Cuctomcr

Date.4

..,

Street
r

Quantity 1 s.,T,, Description Price

1

f

i

. ,

i
I

i

,

I

CASH Total
CHARGE

Saks Tax

Pai, th.s Amt

1

i

t
t

89

HOME

Agent

Custome,

4
PRODUCTS ".CO.

nVC

Street r

Quantity No , Description ' Price

, ..

i

Li
1,--....-..11

CASH

C14.RGE

Total f-r-
/

Sales Tta

Pay ttus Am% I
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PERrORMANCE 063,ECTINE NO. 1
AGTIVITY NO. 1

Agent

.5

110ME PROM. el'S CO.

Customer_

%me

Quantity No | Iteu.iptiiut rave

_ --

[

s CASH
CHARGE

-
tt.4

tia!es. lax 1 .

Pas th.s AM't

Agent -

Cu, tome'

7
lit)11F Iit11)1.( TS t

itr

OeseliMpon

CAH
CHARGE

4.010 Pay Aml

Total

Saks T3%

-

6 1

HOME PRODVMS CO. 1

I
Agent

custonxr

-----

Strret.a.-____ .--
Quant'IY

NC'

----
irt'ODovn

a I

...

CASH Total
CPAHGE

.

Saks T."
0.

thm Am.'

30

8
110Mc rRont (Ts co.

^gen.--

Customer

D.Ite
i

-._

Stitt!

I-
Quantity No

4
i lloesption Pm:

i ______..-.4.,_4 ..

.

_

,

CASH
CHARGE

Total

Saks Tan

Pay this Asn't ,

i.--,---
.

l'-'

i!

I

4

9 0 C

4,



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

Agent

9
tCOME PROD( CTS CO.

Customer_

Date

_

Quantity No Domintao"- Price

CASH
CI.LARGE

totI

Sett Tat

Pa. thi. Am%,--
12 '

DOME PRODVC TS t O. .

""'

Agent __ ---
D0C

(wf0M0

Street
______.

Quantity I No Docrtption Price

i

I

.
,

.

1 I
1

'

4-
1._......1

CASH TmM

--CHARGE Sal.... Tax

I

PaI y tlu. Am't

0:__--_i
I

4 . i
If

1

81

0

Agmt

.
10 .

HOME PRODUCTS CO.

1

4 unonn r

,

Date

%mai
Quantity , No

`T-----------
! Dominion Pnec

- , '

.

r
11111

CASH
CHARGE

Tote

Sees Tax

Nty Out Am%

''-,

12
HONIE PROD' 'C1N CO.

Agent

Cunomer____

Date

_
Street

Quantity 17::- Devrlk.ou Prue

..I ,
.

i ,
.

.

,..._

,

,..---.
.'

CASH Toml

CHARM
So.es Tax

Pa y am MA I
F

9i.



41.

0

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

13
HOME PROM CIS CO.

Agent

Customer

Stree

Date

, .
..,

-1- -
I Quantity No Dewription Prior

IIII
I

i

CASH rot.11

CH t ROE
Saks Tax

PA V this Am't

HOME PRAAUCTS ( 0.

Agent _

rut tomer

Street

Date
e

1Quant4 Na rkscstpth Prwe.--

,

1i
CASH

CHARGE

Toil

Saks This

Po this Am't

82

Name

Arm

14
HOME PRODUCTS CO.

,

Customer

Date 1.---1

Street

1

Quantity . No Description I Price
t

1

1 1

I t71
1

1

*
A i i

4 '
i

1

CASH
CHARGE

Total

Saks Tax

Pay this An.%

16
HOME PRODUCTS CO.

Agent

Customer

Mae

Street

Quanta No Descripoon Price

I--.

CASH Total
CHARGE

Saki Tax

Pay this Am't

.

92,

11"



PERFORMANCE OBJECTIVE 110. 1

ACTIVITY O. 1

[ 17 .

NOME. PROM, CTS CO.
A

Agent

Customer

Date

Stmt.

Quani,ty
No

rkwrietion Price

1

1. I

I
f

;

-17

CASH

CHARGE

ribtai
!------

&Om Tax ,

Pa. dos Aoi't

19

Cu. tome:

Street

i()%11, PRODS ( TS

Quantity-1 No-1 1

4--
1

CASH
CHARGE

Total

Saks Tan

Psi this Amt

Name

,. 18
H ME PRODUCTS CO.

\

Agent

. .

Customer

Date
o

Street

Quantity 14ci Descript,on Price

H
CASH Total
CHARGE

Sates Tax

Pay this Am'r

20
110MR PRODUCTS CO.

Agent

Customer

D Itc

Street

Quantity No Mut Plion Poet

CASH Iota)

CHARGE
Saks Tax

Pay this AM%

83

93

"Re



4

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1.

ti

21.

HOME PROM. CIS CO.

,
i

Agent

Customer

Sneer --
Quan7

Date

No Description Pnce

1

CASH rotaI ,

CHARGE
Wes Tax

Pav this Amt

23
itoMP, PRODUCTS ( 0.

- - .......---
Agent

.

ruitorncr

Street

Thor

Quantity No thscription Price

. .

I

CASH Total

CHARGE Saks Tax

Pay this Amt

\

91

Name

22 '
HOME PRODUCTS CO.

I .
.

Agent
i

Customer

Date _

Streeo
i

Quantity 4 No Description Price

ii

84

CASH Total
CHARGE

Salts Tax

Pay this Amt

24
HOME PRODUCTS CO.

Agent

Cutonsc-

Strtet

Dttc

Quantity 1 No. Dtreription Pp=

-1-----_
I

CASH Total

CHARGE
Saks Tax

by this Anit

Os.



PERFORMANCE OBJECTIVE NO. l'
ACTIVITY'NO. I

Agent

Customer

Suce

25
HOME PROM CTS CO.

Date

e .

9.aniity No r),"triPtian Pnce

l .

-

-A

dASH
CHARGE

ISalts

Foul

Tax

Pay this Am't .

Agent
'

c .omv

Street

27
PROI/UCTS

NoI Quantity

CASH
CHARGE

Descript100 Pncie

Tots1

Sales Tax ax [1- I
Pay this Am't i. t-.L.....,:._ ,

/

A

.85

.

26
HOME PRODUCTS O.C

-,.get

Customer

Streettreet

Date
..

.

'

Quantity Ncr Description
-----.."-

Pnce _ ,

s
'

1

I

(

. -1--..---
,

-.

1

.
.

. 17.___

1....-.--...--1

.---,, --1

a
x .

. .

CASH
. es Total

CHAGE
, Sales Tax,

1 ^

Pay this Aro

Jr
| ___.1.

.
Agent

Custoruce____

Street

2 I

HOME PRODI CIS CO. ,

,

...,

, Date

_ _ -_-

Quantity
1 Description Price

....-,

I.
-- IIII

i.
...

CASH , Total

CHARGE .'

! Sales Tax

i Pay this Anil

/
/

1



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

'29
NOME PROM. CTS CO.

Agent

Customer

Street -

4
Dale

--,--
0u-fluty Nn fhttription Pnce

1

CASH Total

CHARGE
SACS Tax

P.AAtha A m't

31
!twat,: PRODUCTS CO.

Agent

rate
i

fu aomer

Ctn..,

Quantity No Description I Prszi

CASH Total

CHARGE
1 SaltsTax

Pay this Amt

86

Name

ti

,

30
HOW'. PRODUCTS CO. '

Arm I

date

Customer

Street

# '

Op1MHY No Description ' P.=

.

CASH Total
CHARGE IIISales Tax

Pay the Am't

/ 32
"HOM . PRODUCTS CO.

Agent '
Date

Customer

-3trat

Quantity Ni, Detcription Pnce

,

CASH TOW
CHARGE

Saks Tax

Pay Ns Am%

1

9G

k. .



t.

PERFORMANCE OBJECTIVE NO. I
ACTIVITY NO. 1

Agent

33
HOME PROM CTS CO.

Custom&

Date

Sire' __
I

QuaMly '

___.--
4qo i D,c.satMWM Pncc

I
f

1

L

f

t

i

i Ti

[

i CASH
CHARGE

.

rout

Salo Iait

P.O. OA AM%

Arent

Customer

35

itomE PRODUCTS (O.

hate

V

Quantity

....
I Description PricefNo1,

4---

1--- i I
1 .

1

CASH Total

CHARGE
Saks Tat

Pay this Amt

.

Name

34
. HOME PRODUCTS CO.

Agent

Date

1 Customer

Street

Quantity No Description Pnce

. .

CASH Total

CHARGE
Sa l'es Tax

Pay this AMI

87

36

HOME PRODUCTS CO.

Aftnt

CugOrrier

Street -----

Date

....

Quantity
1

' Nu Ovicription Poet

i

1

I

CASH Total

CHARGE
Sales Tat

Pay this Am% 1

97



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

NIA=

Agent

37
stOME PkODI. CTS

Date-

Customer

Quanmy . tity rk,C, VI171

$ CASH 7.04.11

i CHARGE
Sates Tax

Pa,/ th4 Am%

1 Agent

.1

39
plionty-rc 10.

(-sr torner

Date

Street \.
QuanZT-No . Dclamtiort nee

CASH.
CHARGt

Total

Sees Tax

a,
pay this Anil

88

98

.
38

HOME PRODUCTS CO.

Agent

i

.

Customer

.

Street
t

I

Ouantsty , No 1 De:amt. an Pnce

}

4 i

I 1

1

i
t

i

t

# :

CASH
CHARGE

Total

Sales Tax

Pay this Amt

40
HOME PROMOS CO.

Customer

Street

Date

slummy I No I Description ?nee

CASH Total
CHARGE

Sales Tax

by this met

P

A



JOB: SALES CLERK
,PERFORMANCE OBJECTIVE NO. 1
ACTIVITY Nd. 2

TEST

INSTRUCTIONS: During the previous week the sales listed on the .*

enclosed sheet were made. Using the enclosed price catalog, custo-
mer list, and sales slips, prepare the 12 sales slips according to
the following instructions:

A. Write carefully, neatly, and clearly.
B. Write your name on the line after the word "Agent."
C. Fill in the lines for date, customer, and street.
D. Use a separate line for each purchased item.
E. Use the price catalog to determine price of each item.

F. Add the prices of all purchased items and write the total
on the line with the word "Total."

G. Determine the sales tax on this total and write the amount .

on the "Sales Tax" line (sales tax is 5% of Total).
H. Add the total and the sales tax and, write the amount on the

line with the words "Pay this Amount."
I. Circle "Cash" or "Charge" according to tie type of sale.
J. Number each sales slip to correspond to customer list.

(n.

89

99



JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST
ACTIVITY NO. 2 -

X

PRICE LIST

Catalog No. Price

After Shave Lotion
, 74 $ 1.89

Bath Brush 38 2.69 '

Bath Mist 75 2.29

Bath Oil
76 2.10

Bath Powder
72 2.10

Bath Refreshers 78 2.09

Bathtub Brush 31 1.89

Body Lotioy 56 , 1.29

Bowl Brush 37 1.89

Bowl Cleaner 42' .75

Bristie.Comb 62 3.05

Bubble Bath
' 73 1.10

Cleansing Cream 59 .
2.48

Cologne 264
- 1.98

Comb Set 65 2.39

Compact 216
. 3.00

Cream Sachet 270 1.49

Deodorant 70 1.09

Deodorizer
./ 20 . 2.00

Dry Mop 122 3.65

Dust Glove .. 515 1.15

Duster Spray 5.11 1.95

Dust.ng Powder. 83 2.69

'Fiber Broom ' 119 2.89

Foot Spray 80 1.98

90

100
a.

rx



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1 TEST

ACTIVITY No. 2

PRICE LIST

.
Catalog No. Price'

Furniture Polish
.

25 $ 1.79

Furniture Wax' 24 1.79

Glass Cleaner 165
4

1.19
,..

Grease Chaser 148 1.60

Hair Rinse 272 1.30

Hair Spray 276
p

1.80

Hairbrush 3? 3.09

Hand Brush 39 .49 6

Hand Cream 50 2.09

Hand Lotion 52
i.

1.30

Insect Killer 716 2.19

Ironing Boar,? Cover 96 *,
2.89

, .

Light Mirror ' 418
-

9.88

Lipstick 34 .98

Moth Proofer 153 2.35

Nail Polish 53
,

1.10
N

Perfume
.

268 4.50

Pet Shampoo 609 1.19

Room Spray 22 ' 1.75

Rug Shampoo Set 840 , 11.50

Shampoo 71 1.98

Shave Cream 79 1.10

Silver Polish 87 .99

Sionge Mop
--sv

112 4.25_

91

101
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST
P.:TIVITY NO. 2

PRICE LIST

I

Catalog No. Price

Spot Remover 12 $ 1.69

Stand Mirror 415 - 10.30
-....

Steel Sponges
. 141 1:98 .

Suntan Lotion 58

ii
1.95

:r
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1 TEST
'ACTIVITY NO. 2

1. Mrs. Fred Marford
246 Broat Street

1 Comb set

CASH

2. Mrs. Morris Morberg
505 Whin Place

1 Bubble Bath
1 Bath Powder

CHARGE

3. Mrs. Harry Roth
745 Robin Place

1 Pet Shampoo

CASH

4. Mrs. Dale Warden

14 Hi:1 Street

1\Bowl Brush
1 Bowl Cleaner
1 Deodorant

CHARGE
56

4

5. Mrs. Cedric Kaufman
406 Helen Avenue

1 Furniture Wax
1 Room Spray
1 Grease Chaser

CHARGE

6. Mrs. James Blair
348 Broad Street

1 Lipstick
1 Deodorant

CASH
1 Stand Mirror

CASH

CUSTOMER LIST

June 1

a

7. Mrs. Frank Mayer
23 Hill Street

1 Bristle Comb
1 Hairbrush
1 Hand Cream

CHARGE

8. Mrs. Donald Deemers
176,Couit Street

1 Shampoo
1 Hand Cream

CASH

9. Mts. Otto Reichman
148 Court Street

2 Hairbrushes
1 Hand Cream

CASH

10 Mrs. Paul,Hatpton I

515 James Street

.1 Sponge MN;
1 Fiber Broom
1 Deodorizer

CHARGE

11. Mrs. Jbhn Whitman
212 Berry Avenue

1 Silver Polish
CASH

.

12. Mrs. Walter Allen
476 Second Strcei

93.

103

r
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PERFORMANCE OBJECTIVE NO... I.
ACTIVITY NO. 2

'
Agent

'1
storia PROM CTS CO.

Z'ustomer

Date

Stree. .
T

Quitrent>, No s

I
DescrIsti so PriceI0

I
. .

-
_. .

I k,

CAM!
CHARGE

L

rout

Sales Tan

Pa. this Amt

Agent

)10ME PIttlITTS ( D.

Cu UMW

Street

Dole

a.

QuanntT
1

No Description Pre

CASH Total ,
CHARGE

Secs Tan

Pay this Am't

i

*

94

NAme

9

2
HOME PRODUCTS CO.
o

Agent . .

Customer

Street

Date

Quantity No Descrtption Pnce

.
p

CASH Total
CHARGE

Sales Tan

Pa) this Am't

4
HOME PRODUCTS CO.

Agent

Customer

Street

Date.
a

Quantity No. Description Price

1.-

CASH Tout

.CHARGE'CHARGE
Saks Tart

Pay this Am't
.

104

s

to



ARFORMANCE OBJECTIVE NO..1
ACTIVITY NO. 2

A,

Ilk
5

HOME PROM. CIS CO.t.
.it

'Customer

DateI

III

Sties.

Quantity

.

No , Deteription Pnce

s.*".

. ,...

[ ..--.....

CASH
CHARGE

total

Saks Tax

Tay this Anil

A pent

Cutomer

Stmt

.7

lioNic PRoDucTs (O.

Date

, Quantity No

...,.--
Descriinion Pnoe

.i. * --f
1

,
CASH
CHARGE

Total

Saks Tax

by this Am't

95

'Agent

6
HOME PRODVCTS CO.

Date_

Customer

Street1..._.

.

t

Quantity . No
1

1 lkicnoon 64'
.

, I

1

I r

CASH Total
CHARGE

Sales Tax

Pay this Ain't

Axel

Customer

8 ,.

HOME PRODUCTS CO.

.

Date
a

Street

QuantaTylK7 Description

Y

i

CASH Tots!

CHARGE
Saks Tax

Ply this Am't

t

..,

-105

ah,

Ce.

0
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PERFORMANCE OgjECTIVE SO. 1
ACTIVITY NO. 2

9 ...

HOME PROM CIS CO.

Agent

customer_

Dale

c,

Sine' r
Quantity I No De$criptiou Price

I.-

!

I-

t

4----H-

r--- --i

CASH
..,:

)CHARGE
rota!

Sales Tax

r

Pay this Am't 1...

L
i

------i

4

11
DOME PRODUCTS CO.

ARCM

4

Cu. IOMet

Street

slate

.4.
Quantity

71. .
No ,Description Price

.:--Ac 4. 4

. .

I

CASH Total

CHARGE
Saks Tax

Pay this Anil

i

I t
96

106

Na mc

e

10
A HOME PRODUCTS CO.

Agent

.

i

1

Customer

Date

Street

Quantity 1 No, Description Prue

...

l

1.-

CASH Total -
CHARGE

Sales Tax

Pay this Ain't

.

k 12 ----
-Homt;_PRontors-t-0.

Agent

Customer

Date

Street

Quantity No Description Price

CASH Total

CHARGE
Sales Tax

Pay this Am't

s.



JOB:- SALES CLERK

4

1.

....
------,

,

Performance Objective No. 2 .. N .

,

1

. ../... 1

,Given 20'sales tKansactions, the student will make Change irv15

minutes with 95'percent accuracy when'gjven amounts greater than
,

the sales tickets.'

j
A.,

Prerequisites

The student will have satisfactofily completed Performane
Objectives No. 1.

Materials'and/oLEquipment

A. money tray, play money, and 25 monetarrexercises (exercisermay-
be instructor-prepared or taken from South-Westerlerical Record

Keeping kit),,

Activities for Performance Objective No. 2

b. Determine the amount of coins and bills required to complete

each sales tradsact...on on Exercises No. 1 and,No. '2. List

under the appropriate headings the number'of coins and bills

required to. complete the transaction (use as,large a denomina-

tion of coins and-1411s as Tossible). 0

2. Upon satisfactory completion of the exercises, ask the instruc-

tor for the Performance Objective No.'2 Test.

ti

tY

C

I

97

107

7
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JOB: SALES CLERK

PERFORMANCE 08,JECTIVE.NO. 2
ACTIVITY NO..1

EXERCISE NO. 1

LEARNING TO MAKE CHANGE

Making change is an integral part of the Sales Clerk's job. You must'
perform this responsibility with accuracy and skill. The exercises that
follow will acquaint you with the procedures for making change orredtly.

0
INSTRUCTIONS: Using the least numbe4;of coins and bills, indicate the

amount of change to be returned for*pach of the followigg
transactions.

AMOUNT
OF SALE

AMOUNT
TENDERED DEMONINATIONS

.01
.

:05 .10 .25 .50 1.00 5.00

.

\ .

1

1. $2.73 5.00
. ,

.

2. $ .17 $ .50

3. J1.29 $10.00

'4. $ .81 $ 1.01

5. $ .39 $20.00

6. $ .2u $ 5.01

. $7.57 $10.00
,

L.,

. $3.05 a-5.co

9. $2.76 $10.00 0

10.' $1.59 $20.00
0

98

Worth: I0 Points '

Score:

Grade:

1.
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 2
ACTIVITY- NO. 1

ewe

EXERCISE NC. 2

LEARNING TO MAKE CHANGE

Making change is an integral part of the Sales C1e,rk's job. You must

perf.arm this responsibility with accuracy and skill. The exercises that

follow will acquaint you with the procedures for making change correctly.

.

INSTRUCTIONS: Using thl least number of coins and bills, indicate the
amount of'change to be returned for each of the following

transactions.

I MOUNT
; OF SALE

AMOUNT
TENDERED

.

DEMONINATIONS

1

1

-.01 .05 .10 .25 .50 1.00 5.00

1

1. $2.71 $ 5.00

2. $ .17 $ .50

1
3. $1.29 $ 5.00 ..

4. $ .81 $ 1.00
4

5. $ .39 $10.00

.6. $ .21 $ .50
k.

7.

.

$7.57 $10.00

.

8. $3.02 $ 5.00 414w...

9. $2.76 $10.00

10. $57 $ 5.00

a

99

109

Worth: 10 Points

Score:'

Grade:



JOB: SALES CLERK

PEIRMANCE OBJECTIVE NO. 2
ACTITITy NO. 2

MAKING CHANGE TEST

Listed below are maIing change exercises; The amount of sale and amount of
money tendered is glen. Please indicate the amount of change to be re-
turned for each of the following transactions by using the least number of
coins and bills. A

AMOUNT
OF SALE

AMOUNT
TENDERED DENOMINATIONS

,

.01 I .05 .10 .25 '.50 1.00 5.00 1

i

C,
1.

r 1. $5.72 ! $12.00
1

!

2. $4.88

t

$35.00
i

3. $5.01 $10.00

4. $5.69 .$40.50
.

5.
L-

$3.72 -$10.00

6. $6.41 $15.50
i

7. $6.40
ett

$10.00 .
1

i8. $4.27 $20.00_
'

9. $4.46 $ 5.50

10. $9.25 $20.00

100

110

Worth: 10 Points

Score:

Grade:



r-

JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 2

ACTIVITY NO. 2

MAKING CHANGE TEST Cont'd

ANOUNT
OF SALE

AMOUNT
TENDERED

i

s

I

.01 .05 .10 .25 .50 1.00 5.00

1. $4.06 $10.00

2. $4.63 $ 5.00

3. $4.46 i

I

$ 5.50 b
)

4. $9.25 .$20.00

i

LL5. $4.06 $10.00

I 6. $4.63 $ 5.00

7. $5.72 $12.00

8. $4.88 $35.00

9. $5.01 $10.00

10. $5.69' $40.00

101

Worth: 10 Points

Score:

Grade:



JOB: SALES CLERK

Performance Objective No. 3

Given 10 credit memo fOrms covering different types of merchandise,
the student will be able to complete the forms with 95 percent
accuracy.

Prerequisites

The student will have satisfactorily completed Performance
Obje-tive No 2.

Materials and/or Equipment

Ten credit memo forms (instructor-prepared)

Activities for Performance Objective No. 3

1. Complete the 10 attached memo forms.
2. Upon satisfactory completion of Activity No. 1, ask the

instructor for the Performance Objective No. 3 Test.

112
102



PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 1

X

EXERCISE
CREDIT MEMORANDUMS

You are employed by the Indio Paper Company, Inc. In addition

to selling paper, your company also sells office supplies.

Ten customers have returned merchandise to the Sales Depart=

)ment for credit. This merchandise may have the wrong size or

color, or, it may not have been in good condition upon arrival.

Attached ar&10 memo forms to be completed by you using the

following instructions:

1. Prepare a credit memo form for each customer by writing
the information provided on the attached Credit Memo

List under the appropriate column headings.

2. Upon completion of each credit memo form, check the
completed form to see if the information is the same as

that on your Credit Memo List.

103

113



JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 1

No. 1

CREDIT MEMO,LIST

To: Paul Cardozo
9248 Overland Avenue
Boise, 1£1 83705

Credit Memo No.: 1

Invoice No.: 1211
Date: January 2, 1975

Sales Representative: John L. Chisholm

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT

1 0086 Easel and Pad

TAX

TOTAL

15.00 15.00

.75

15.75

XXXXXXXXXXXX.XXXXXXXXX.XXXXXXXXX
XXXXXMXXXXXXXM

No. 2

To: Goodman Company
23 Terry Street

Portland, OR 97204

Credit Memo No.: 2

invoice No.: 1212
Date: January 2, 1975

Sales Representative: Edward S. Venters

CATALOG
QUANTITY NO. _ DESCRIPTION

UNIT

kRICE AMOUNT

5 0101 Desk large, flourescent 8.25 41.25
2 0089 Desk file tray 3.50 7.00

TOTAL 48.25
TAX 2.41
TOTAL 50.66

'104

114



JOB: 'SALES CLERK
PERFORMANCE OBJECTIVE NO. 3

ACTIVITY NO. 1

CREDIT MEMO'LIST Cont'd

No. 3

To: McClean Book Co.
6995 Bannock Street
Portland, OR 97204

Credit Memo No.: 3

Invoice No,: 2213

Date: January 8, 1975

Sales Representative: Charles W. Foreman

CATALOG UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT

1 0126 File, Roilaway 4 65.00 1 65:00

XX.ICXXXXIOMNU(XXXXKKXXXXXXXXXXXXXXXX.

No. 4

To: Gem Paper Company
6490 Gem Street
Reno, NV 8950d

Credit Memo No.: 4

Invoice No.: 2314

Date: February 10, 1975

Sales Representative: Chan C. Kenobski

TAX

TOTAL

O.

3.25

68.25

XXX200000!

CATALOG UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT
. _

2 0048 Typist posture chairs 54.25 108.50,

TAX

TOTAL

105

115

5.43

113.93



JOB: sans CLERK
PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 1

No. 5

To: Fashion Apparel
2408 Region Street
Sacramento, CA 95826

Credit Memo:No.: 5

Invoice No.: 3004 I

Date: March 5, 1975

It

CREDIT ML40 LIST Coned

Sales Representative: Benjamin Wister

CATALOG
QUANTITY NO. DESCRIPTION

1 0134 File, two-drawer

UNIT
PRICE AMOUNT

125.00 125.00

TAX 6.25
TOTAL 131.25

xxxxx xx.xx xx xxxxxx xxx x x x xxxt000mocxxxxxxx=X ocoa xx xxmoomoocxxxx xx xxxx xxxxxxxxxx

No. 6

To: Babbitt Furs
123 Beacon Avenue
Sheridan, WY 82801

Credit Memo No.: 6

Invoice No.: 4216
Date: April 10, 1975

Sales Representative: Victor SeligmLn

CATALOG UNIT
UANTITY NO. . DESCRIPTION PRICE AMOUNT

3 ' 0010 Boxes Folders, plastic 10.95 32.85
2 0021 Boxes Dividers 6.85 13.70

TOTAL 6733
- TAX 2.33

TOTAL 48.88

106

116
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3

ACTIVITY NO. 1

CREDIT MEMO LIST Cont'd

No. 7

To: Art Associates
6240.Spring Street

Boise, ID 83701

Credit Memo No.: 7

Invoice No.: 2218
June 12, 1975

Sales Representative: Kirby J. Anderson

CATALOG

QUANTITY NO. DESCRIPTION

2 ' 0024 T-square and board

XXXXXXXXXXXXXXXXXXXXXXXXXXXXX

No. 8"

To: Eagle Stationery
625 Bond Avenue
Boise, ID 83701

Credit Memo No.: 8

Invoice No.: 5218

Date: November 12, 1975

Sales Representative: Harold Kloover

TAX
TOTAL

UNIT
PRICE AMOUNT

14.00 28.00

1.40
29.40

CATALOG UNIT

''', QUANTITY 'NO. DESCRIPTION PRICE AMOUNT
A

N
1 3 0050 .Boxes tape, transparent

..

8.95 26.85

4', 0054 Rubber bands - .30 1.2Q

3 0058 Thumb tacks 3.00 9.00

TOTAL 37.05

TAX L 85

TOTAL 38.90
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JOB: SALES CLERK

PERFORMANCE-OBJECTIVE NO.A3
ACTIVITY NO. 1

CREDIT MEMO LIST Cont'd

No. 9

To: Yucan Travel
698 Thorson

Phoenix, AZ 85049

Credit Memo No.: 9

Invoice No.: 1219
Date: January 15, 1975

Sales Representative: Bart:Aa D. Dixon

CATALOG
QUANTITY NO. DESCRIPTION

'UNIT .

PRICE AMOUNT

1 0061 BocKcase, Oak
1 0022 Globe

TOTAL
TAX
TOTAL

XX.KXXXXXXXXXXXXXXXXXXXXXXXXXXX

No. 10

To: Evans Manufacturing
23 Taft Street
Mobile, AL 36610

Credit Memo No.: 10
Invoice No.: 2648
Date: January 15, 1975

Sales Representative: Thomas Vanderbilt

89.00 89.00
23.68 23.68

112.68

5.63
118.31

CATALOG UNIT
-QUANTITY NO. DESCRIPTION PRICE AMOUNT

10 0067 Boxes 8 1/2 X 11 bond paper,
White 7.26 .72.601

.TAX 3.63
TOTAL 76.23
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7.

JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 2

TEST ON CREDIT MEMORANDUMS

You are employed by the Indio Paper Company, Inc. In addition

to selling paper, your company also !sells office supplies.

Ten customers have returned merchandise to the Sales Depart-

ment for credit. This merchandise may have been the wrong size or

color, or it may not have been in good condition upon arrival.

Attached are 10 memo forms to be cobpleted by you using the

-following instructions:

1. Prepare a credit memo form for each customer by writing
the information provided on the attached Credit Memo List

under the appropriate column headings.

2. Upon completion of each credit memo form, check the com-
pleted form to see if the information is the same-as that
on your Credit Memo Li-t.
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 3 TEST
ACTIVITY NO. 2

CREDIT MEMO LIST

No. 1

To: Jean Salvatore
22 Willow Street
Boise, ID 83702

Credit Memo No.:' 1

Invoice No.: 1121
Date: January 14, 1975

Sales Representative: Juanita Gomez

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT

1 . 2214-X

)0CXXXXXXXXXXXXXXX

No. 2

Sealing machine

To: The Martin Company
2212 3rd Street
Anderson, IN 46011

Credit Memo No.: 2

Invoice No.: 1212

Date: January 14, 1975

Sales Representative: Charlene Madison

TAX
TOTAL

4.65 4.65

.14

4.79

CATALOG UNIT
QUANTITY NO. DESCRIPTION PRICE AMOUNT

1 P0212 Art Cabinet 31.95 31.95

TAX .96
TOTAL 32.91
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3 TEST

ACTIVITY NO. 2

pr. 3

T$:> ,John Chadwick
101 Delco Street,

.Ovid, ID 83260

Credit Memo No.: 3

Invoice No.: 1040

Date: January 14, 1975

CREDIT MEMO LIST

Sales Representative: Sean Kern

CATALOG U IT

QUANTITY NO. Ina AMOUNT

1 332-X Rubber Stamp

1 333-X Stamp Pad

XXX.XX.X.XXXX.XXXXXXXXXXXX.XIOCXXXXX.X

No. 4

To: James Evans
624 Cherry Lane
Boise, ID 83702

Credit Memo No.: 4,
Invoice No.: 1141

Date: January 14, 1975

Sales Representative: Eva Selian

2.23 2.23

.75 .75

TOTAL
TAX
TOTAL

2.98
.09

3.07

CATALOG UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT

6 X-345 Slide rules 6.25 37.50

4 G-455 Rubber stamps 2.23 8.92

TOTAL 46.42

TAX 1.39

TOTAL 47.81

1?1
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 3 TEST
ACTIVITY NO. 2

No. 5

1

CREDIT MEMO LIST

To: Cash and Carry Company
201 26th Street

Terra Haute, IN 47802

'Credit Memo No.: 5

Invoice No.: 1080
Date: January 14, 1975

Sales Representative: John Weber

CATALOG
QUANTITY NO. DESCRIPTION

UNIT

PRICE AMOUNT

2 pkgs. P0345 Felt markers

TAX
TOTAL

xxxxxxxxxxxxxxxxAxxxxxxxkxxxxxxxxxx. xx

No. 6

To: James Dean
201 Spring Street
Boise, ID 83702

-Credit Memo No. 6

Invoice No.: 1122
Date: January 14, 1975

Sales Representative: Melvin Evans

1.50 3.00

.09 .

3.09

QUANTITY
CATALOG

NO. DESCRIPTION
UNIT
PRICE AMOUNT

2 322 Swivel _chairs 59.95 119.90
2 323 Swivel stools 31.20 62.40

TOTAL 182.30
TAX 5.47
TOTAL 187.77
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3 Test

AGTIVTY NO. Cont'd

So. 7

To: Robert Ramasey
11 Main Street
Boise, ID 83701

Credit Memq No.: 7

Invoice No.: 1111

Date: January 14, 1975

CREDIT MEMO LIST.

Sales Representative: Verne Schaffner

CATALOG

QUANTITY NO. DESCRIPTION

1 PX 24 Desk file

TAX

TOTAL

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX1OC

No. 8.

To: Charles Fibs
201 Sea Lane
Mansefield, OH 44903

Credit Memo No.: 8

Invoice' No.: 1234

Date: ,January 14, 1975
-..

Sales Representative: Martin Larson

UNIT
PRICE AMOUNT

31.95 31.95

.96

32.91

CATALOG UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT

2 96234 Attache* cases 18.15 36.30

TAX .49

TOTAL 36.79
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 3 TEST
ACTIVITY NO. 2 Coned

CREDIT MEMO LIST
,,s

N<;. 9.

To: Diane Riley
222 Pearl Lane

Warren, ID 83671

Credit MemONo.:
tnyoice No.: 1090
Date; January 14, 1975

Sales Represerktative: Lee Seljik

CATALOG
QUANTITY NO. DESCRIPTION

UNIT
PRICE AMOUNT

1 214- Shelf Cabinet Unit

TAX
TOTAL

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

No. 10

To: S. R. Budd

88 Maple Drive
Troy, ID 83871

Credit Memo No.: 10
Invoice No.: 1064
Date: January 14, 1975

Sales Representative: Jot's' Carson

57.807, 57.80

0
1.73

59.53

CATALOG UNIT'
QUANTITY NO DESCRIPTION PRICE AMOUNT

5 22416 Address books 1,50 7.50

124

;134

TAX .23
TOTAL 7.73
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JOB: SALES CLERK

Performance Objective No. 4

Given instructor and student-prepared materials, the student will
demonstrate ability to stock shelves according to instructor-
prepared instructions.

Prerequisites

The student will have satisfactorily completed Performance Objec-
tive No..3.

Materials and/or Equipment

Instructor-prepared exercises and instructions.

Activities for Performance Objective No. 4

1. Complete the exercises under the direction and observation of

the instructor.

145
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JOB: SALES CLERK

Performance Objective No. 5

Given instructor and student-prepared materials, the student will
demonstrate ability to wrap and bag different types of merchandise
according to instructions contained in the simulation kit.

Prerequisites
t.

The student will have satisfactorily completed Performance
Objective No. 4.

Materials and/or Equipment

The student will be-responsible for obtaininebrapping paper, bags,
and merchandise.

Activities for Performance Objective No. 5

1. Using student's materials'(wfaming paper, bags, and merchan-
dise), the student will wrap and bag the merchandise quickly
and efficiently, with the instructor obsdrvini, according to
the attached-instructions.

136



PERFORMANCE OBJECTIVES NO. 5
ACTIVITY NO. 1

How to Wrap Packages for Parcel Post Shipments

If the shipping carton is strong enough and properly sealed,
it is not necessary to wrap it in paper. The carton may be tied

with strong twine or rope. If the shipping carton has printing on
it or if it is not strong enough, wrap the carton in paper. Heavy

paper of good quality should be used. The tearing of the outer
paper wrapper can cause the loss of the address or the return
address, rendering the parcel undeliverable.

SISAL TWINE
(ACTUAL SIZE)

4t222271 2 PLY.'

fe:222: 3 PLYI
INDIA JUTE TWINE

(ACTUAL SIZE

vaatxxxa...4

4.1am.*:z 2

X.r.zXZZZ 12
..mac 3
2=aZ2 4

b

WRAPPING MATERIALS

?
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PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

HOW TO:PAPER WRAP PACKAGES

1. Place the carton
on heavy paper.

2. Wrap lengthwise
(Use tape to hold

0 paper in place)

3. Eold neatly
at the
corners

4. Fold the corners ,A,,.. 5. Secure with tape 6. Loop Strong
cord around
end of carton'

7. Pull tight and
tie knot

1.3

8. Repeat steps 6 and 9. Knot
7. Loop cord at
each intersection.'
Ti t knot.
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148.



r-

.

PERFORMANCE OBJECTIVES NO. 5

ACTIVITY NO. 1

How to Select Packing Materials and Containers

Select packing materials and containers that will protect the

goods so that they will arrive.in good condition.

"1. Pre - packaged dr boxed goods

Many items, such as small appliancestoys, and gift items

are pre-packaged in individual boxes. Each box should be

sealed with gum tape so it will not open or break apart in

shipping.
yi

4

Outer shipping containers'are available for pre-packaged or

boxed goods in sizes to hold 6,12, 72, and 144 Individual boxes.

If the shipment does not call for the full number that thecon-

tainer holds, stuff the empty space with newspaper or her filling

materials to prevent the boxes from moving about in thq container.

FILLER MATERIALS

Corrugated paper

Rolled newspaper

.2,39

119

Corrugated, form

with shredded
newspaper

Shredded polyfoai



PERFORNANG OBJECTIVE NO. 5 '

ACTIVITY-NO. 1

2. Loose Items

Wearing' apparel should be fdAded neatly with cardboard Or
tissue paper inserts to prevkit wrinkling. Each article/

may be further protected by R1-4cing it in,a paper or plastic

bag..

Close all
buttons.

FOLDING WEARING APPAREL

Place front
side down,
Put tissue

'or,cardboard
in center.

ti

Fold sides
to the
center over
the tissue
or cardboard.

Fold in half.

140
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Place tissue
or cardboard

on garment.
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PERFORMANCE OBJECTIVE A. 5
ACTIVITY NO. 1

Loose ie7Fs may be protected by wrapping each ittm
covering and placing separators between items,
materials around the goods to protect thela.

PACKING LOOSE ITEMS

3. Fragile itums

Glass, china and other breakable items smula ca
protected before being placed in a shipping ccr:,-Iince
rator forms or specially designed protective p,A,Ime:L.,;

be used.

PACKING FRAGILE ITEMS

141
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PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

Scored sheet of

corrugated board

Flower container

Glass tape

Floral arrangement is taped to
corrugate sheet, then assembly
is slipped into container.

Howto Close Packages for Shipping

Materials used to close the packages are adhesive, metal
stitches, wide crown staples, paper sealing tape or reinforced
tape. Where adhesive is used, at least half of the packageshould be glued firmly to insu e safety of the package inshipping. Heavy parcels and those of unusual length should
be strengthened with metal bands or reinforced tape around
the middle of the package.

\

Paper*aling
tape

Reinforced
tape

Metal bands

142
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Wide Crown
staples

Metal stitches
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JOB: SALES CLERK

Performance Objective No. 6

Gilfrpn 5 inorrilictorpropor0(1 (-pot, hictorioo (-oncoming human rol

tiohships, the student will analyze 4 of the case histories with
95 percent accuracy.

Prerequisites

The student will have satisfactorily completed Performance
Objective No. 5.

Materials and/or EquipRerit

Ten instructorprepared case histories

Activities for Performance Objective No. 6

1. Analyze the case histories according to instructions.
2. Upon satisfactory completior. of Project No. 1, ask the instruc

tor for the Performance Objective No. 6 Test.
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PERFORMANCE OBJECTIVE NO. 6 EXERCISES FOR ACTIVITY NO. 1

`Vase

Date

score

.
The man who works at the counter next to yours and who does similar work

is late at least once a week. This tardiness is overlooked since

efficient help is hard to get. He, however, asks yolk to help him

catch uo so he can leave at the end of the day. What should you do?

SoTeonu is'a..wlys taking uo a collection to buy a present for

sweore in the store. You feel that these frequent collections are

an imposition. What should you do?

3. Sore of the store employees take coffee breaks that last longer than

the fifteen minutes allowed. They usually ask you to stay longer, too.

What should you do?

4. A co-worker stops by your counter at every opportunity to chat.
Your supervisor is beginning to notice, and you have work to do.

What should you do?

5. Fellow employees asked you to have lunch with them the first day of

your new job. They talked unkindly about other people in the store.

If you are askec to lunch with them again, what should you do?

144
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Nam,2

Date

Score

PERFORMANCE OBJECTIVE NO. 6 TEST

1. There are 25 people in your department. Even though you have con-
centrated on learning the names, you are still having difficulty
after working with these people for a month. What should you do?

2. You have been working for a Year and are entitled to a week's
vacation with nay. The family plans a vacation in June, and your
vacation has been approved for August. Other members in your family
cannot chance their plans. What should you do?

3. You have been working for the same company for several years, doing
an efficient Job and getting along well with the other employees.
You have yassed over for Promotion several times. What should
you do?

4. Mary, a member of a minority race, has not been invited by fellow
workers to participate in coffee break discussions. Mary is a shy
person who hesitates to initiate friendships with her fellow workers.
Nhat should you do?

5. The supervisor is very demanding, impatient, and critizes all the
clerks daily. What shouldyou do?
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INSTRUCTOR'S COPY

LEARNING PACKET FOR

SALES CLERK JOB
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:11 INDIVIDUAL PROJECT

REVIEW TEST FOn AR1TRSETIC PROFICIENCY

Kev: before Instruction in Arithmetic for Distribution

Purpose: To rest students on basic arithmetic skills in computa-

tion and accuracy; to determine where each individual must

;mproveeut: and to increase his competency in new

uses ui aritnmerie.

Pre-proiezt. oreoaration: None

Materials, ecuioment, and subblies: Reproduce the "Review Test" ti

shown on the follewing pages (one copy for each stuuent).

Proceeure: Time is as important =n. this test as accuracy. Have

students begin at the same time, and note each student's

iapsee time for tae whole test as he finishes. Every

student should have finished by the end of the class period.

Time for combletion: Fifty minutes time should be the maximum for

each student. Creding may be by the instructor (recommended

method) or by having students exchange papers for class

grading. If the latter method is used, it is suggested that

students be assigned a code number to use on their papers

rather than names ior identity. Cone numbers may be kept in

the instructor's grade book for easy reference.

:valuation: Each student's grade should be evaluated on the basis

of time and accuracy. If computational skills are evidently

in need of improvement, the student should be counseled into

cskill-building drills. If the test shows sufficient computa-

tion skill and accuracy, the student may begin worit'on the

Sales Clerk Performance Objectives.
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BASIC ARITHMETIC REVIEW TEST

Add: 1. $5.14 2. $35.15

4.79 29.29

2.47 17.50 1.

.89 27.93
9.54 2.

6.26

3.

3. $ 4.31
7.88 4.

12.73 4. 3 feet, 6 inches

9.29 4 feet, 8 inches 5.

44.63 3 feet, 2 inches

7.18 9 feet, 7 inches 6.

137.29
7.

6. 74

5. 10 lbs., 4 oz. 37 8.

8 lbs., 6 oz. 118

21 lbs., 9 oz. 1466 9.

7 lbs., 4 oz. 905

17 lbs., 7 oz. 3 10.

12455
718 11.

9

4073 12.

18

. 13.

Subtract:

8. $1,943.17
- 975.67

7. $826.37
- 349.89

9. 57 ft., 11 in. 10. 18 lbs.

-48 ft., 3 in. - 7 lbs., 12 oz.

11. 100% - 637. 12. 17,976,814
- 377.921

13. 7,734
-6.735

148
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0

14. $37.50 15. 27,005 (14.
x 3.47 x 2,411

15.

16. 18 16.
x 18 17. 191

x 68 17.

18. $2,435

x .005 19. $24.35
x .075

,18.

19.

20.

20. 46 pounds 21.
x 14

Divide:

21. 357 I. 18 22. 18 4. 3.2

23. 1,443 s 17 24. $386.15 s $27.84 25.

25. 355.891 t 46.721 26. 4 feet, 9 ;inches s 3 in. 26.

27.
ADD:

28.
27. 1/2 + 1/3 + 1/6 28. 2/3 + 3/4 + 8/9

29.
29. 3 1/2 + 12 1/4 30. 4 9/16 + 12 3/4

30.
31. 15/21 + 6/21 +42/21.

31.

Subtract: 32.

32. 1 3/4 :7/8 33. 1/2 - 1/4 33.

34. 5 1/6 - 4 1/2 34.

22.,

23.

24.

149
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Multiply:

35. 4 1/2 x $1.35 36. 7 1/3 x 84 5/8 35.

36.

37. 1/2 x 1/4
37.

Divide: 38.

38. 2 7/8 r 5/8 39. 1/2 r 1/4

40.

40. $385.25 t 7 2/3
41.

Give the decimal equivalents for the following: 42.

41. 1/2 42. 3/4 43.

43. 2 2/3 44. 1/3
.

.

44.

45. 67% 46.. 375 1/4 45.

47. 3/4 of 1% 46.

47.

Give the fractional equivalent of the following:
48.

48. 3.67 49. 50.50 49.
6

.0

50. 49.75 51. 23% 50.

52. 17 2/3% t 53. .6531 51.

54. 7.22593 55. 8.1 52.

53.

54.

55.

150
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Perform the following extensions:

56. 15 each @ $3.78 per. dozen 56.

57. 9 cans @ 2 for 25 cents 57.

58. 27 1/4 dozen @ $2.89 each 8.

59. 3 yards, 2 feet, 9 inches @ $.29 per foot 59.

60. 1 3/4 pounds @ 9 cents per ounce 60.
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INSTRUCTOR'S ANSWER KEY

1. $13.29 '21. 19.833 41. .5

2. $125.67' 22. 5.625 42. .75

3. $223.31 23. 84.88 43. 2.67

4. '20 feet, 11 inches 24. $13.87 44. .333

5. 64 pounds, 14 ounces 25. 7.6 45. .67

6. '19,876 26. 19 in. (or 1 6., 7 inc.)- 46. 375.25

7. $476.48 27. 1- 47. .0075

8. $967.50 28. 2 11736 48. 3 671100

9. 9 ft., 8 in. 29. 15 3/4 01/' 49. 50 5/10

10. 10 lbs., 4 oz. 30. 17 5/16 50. 49 75/100

11. 37% 31. 3 51. 23/100

12. 17,598,893 32. 7/8 52. 1767/10,000
A

13. 999 33. 1/4 53. 6531/10,000

14. $130.13 34. 2/3 54. 7 22,593/100,000

15.- 65,109',055 35. $6.08 55. 8 1 /10

16. 324 36. 620 7/12 56. $4.73

17. 13,396 37. 114 57. $1.13

18. $12.18 38: 4 3/5 58. $945.03

19. $1.83 39. 2 59. 6.,41

20. 644 pounds, 40. $50.24 60. $2.52
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JOB:. 'SALES CLERK

GOAL: The student will be able to obtain, succeed, and advancein a Sales Clerk!s position.

TASKS: 1. Prepares cash and credit sales tickets.
2. Receives payment for nierchandise and makes change.3. Prepares credit memo forms;,
4. Stocks shelves.'
5. Wraps and bags merchandise.
6. Demonstrates positive attitudes toward co-workers

and customers.

PERFORMANCE OBJECTIVES 'AND CRITERION-REFERENCED MEASURES:

1.01 Giten 10 sales tickets of varied length, the student
Will be able to complete cash or credit sales ticketsin 30 minutes with 97 percent accuracy.

2,01 Given 20 sales_transactions,'the
student will make

change in 15 minutes with 95 percent accuracy when
given amounts greater than the sales tickets.

3.01 Given 10 credit mew) forms covering different types of
merchandise, the student will be able to complete the
forms with 95 percent accuracy.

4.01 Given instructor- and student-prepared materials, thestudent will demonstrate ability to stock shelves
according to instructor-prepared instructions.

5.01 Given a simulation kit with wrapping paper, bags, and
merchandise, the student will demonstrate ability to
wrap and bag different types of merchandise according
to instructions contained in the simulation kit.6.01 Given 5 instructor-prepared case histories concerning
human relations, the student will analyze 4 ofthe
case histories with 95 percentaccuracy.
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JOB: SALES CLERK

Performance Objective No. 1

Given 12 sales tickets, the student will be able to complete cash orcharge sales tickets in 30 minutes with 97 percent accuracy.

Prerequisites

The student must score 85 percent on a basic arithmetic review test(enclosed). If the student does not score 85 percent, he should begiven a review in.basic arithmetic, using Steck-Veughn's Workingwith Numbers series or comparable materials
prepared or chosen bythe instructor. Upon completion of the basic arithmetic review,the student should be retested.

!..aterials and/orEquipment

Sales list, sales slips, ann price catalog (instructor-prepared oravailable in South-Western
Clerical. Record Keeping kit).

Activities for Performance Objective No. 1

1. During the previous week, the sales listed on the enclosed sheetwere made. Prepare the 40 customer sales slips according toinstructions given belot':

A.% Write carefully, neatly, and clearly.
B. Write your name on the line after the word "Agent."C. Fill in the lines fdr date, customer, and street.

1

D. Use a separate line for each purchased itemE. Use price catalog to determine price of eac item.F. Add the prices of all purchased items end write the totalon the line with the word "Totai."
G. Determine the sales tax on this total and write the amounton thf line with the word "Total."
H. Add the total and the sales tax and write the amount on theline with the words "Pay this Amount."
I. Circle "cash" or "charg " according to type of sale.J. Number each sales slip to correspond to customer list.
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVIT/ NO. 1

PRICE LIST

Catalog No. Price
1

After Shave.Lotion 74 $1.89

Bath Brush 38 2.69

Bath Mist 75 2.29

Bath Oil 76 2.10

Bath Powder 72 2.10

Bath Refresher 78 2.09

Bathtub BrIush 31 1.89

Body Lotion 56 1.29

Bowl Brush - 37 1.89

Bowl Cleaner 42 .75

Bristle Comb 1 *62
'

3.05

Bubble Bath # 73 1.10

Cleansins Cream 59 2.48

Cologne 264 1.98

Comb Set , 65 2.39

Compact
\ 216 3.00

Cream Sachet
\

270 1.49

Deodorant
\

70
.

1.09

Deodorizer
\

20 . 2.00

Dry Mop
.

122 . 3.65

Dust Glove 515 1.15

Ouster Sprayk 511 1.95

Dusting Powdir 83 2.69

Fiber Broom \ 119 2.89

Foot Spiay 80 1.98
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JOB: SALES CLERK

PEAR) 4ANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST'

Catalog No. Price

Furniture Polish 25 $1.79

Furniture Wax 24 1.79

Glass Cleaner
165 1.19

Grease Chaser
148 1.60

Hair Rinse
272 1.30

Hair SprLy
276 1.80

Hairbrush
32 3.09

Hand Brush
39 .49

Hand Cream 50 2.09

Hand Lotion
52 1.30

Insect Killer 716 2.19

Ironing Board Cover 96 2.89

Light Mirror 418 9.88

Lipstick 34 .98

Moth Proofer 153 2.35

Nail Polish 53 1.10

Perfume 268 4.50

Pet Shampoo
609'' 4 1.19

Room Spray 22 1.75

Rug Shampoo Set 840 11.50

Shampoo
71 . 1.98

Shave Cream 79 1.10

Silver. Polish ; 87 .99

Sponge Mop 112 4.25

157
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

PRICE LIST

Catalog No. Price

Spot Remover 12 $ 1.69

Stand Mirror 415 10.30

Steel Sponges 141 1.98

Suntan Lotion 58 1.95
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

1. Mrs. Nathan Smiley
432 Edson Place

1 Comb Set
1 Hand Lotion
1 Bath Oil

CASH

2. Mrs. James Courson
403 Edson Place

1 Bowl Brush

1 Bathtub Brush
I Bowl Cleaner

CASH

3. Mrs. Monroe Kammer
386 Edson Place

1 Bath Brush
1 Bristle Comb
1 Foot Spray

CHARGE

4. Mrs. Gordon Winters
218 Lions Avenue

1 Dusting Powder
CASH

5. Mrs. Ronald Rators
224 Lions Avenue

1 Spot Remover
1 Ironing-Board Cover
1 Silver Polish
1 Deordorant

CHARGE

6. Mrs. Joseph Rule
306 Lions Avenue

1 Bath Refrebhex
1 Furniture Wax

CASH

CUSTOMER LIST
May 5

159

169

7. Mrs. Samuel Targel
201 Uclid Avenue

1 Sponge Mop
1 Fiber Broom
1 Bowl Brush
1 Bathtub Brush

CASH

1

8. Mrs. James Clorak
225 Uclid Avenue

1 After Shave Lotion
1 Deordorant
1 Shave Cream
1 Bubble Bath

CASH

9. Mrs. Norbert Angell
240 Uclid Avenue

1 Hand Brtish

2 Bristle Combs
2 Deodorants

CHARGE

10. Mrs. David MacGruder-
301 Uclid Avenue

1 Lipstick
1 Deodorant

CASH

11. Mrs. Benjamin Oiley
40 Cross Avenue

1 Suntan Lotion
1 Hand Cream
1 Compact

CASH

12. Mrs. Michael Grant
63 Cross Avenue

"

1 Silver Polish
1 Bath Oil
1 Suntan Lotion.
1 Hand Cream

CHARGE

f.



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

13. Mrs. William Petal
85 Cross Avenue

1 Comb Set
1 Dry Mop

1 Foot Spray
CASH

14. Mrs. Robert March
99 Cross Avenue

. 1 Insect Killer
1 Glass Cleaner

CASH

15. Mrs. James Storey
130 Cross Avenue

1 Pet Shampoo
1 Room Spray

CASH

16. Mrs. Lloyd Marshall
485 Clinton Avenue

1 Hairbrush
1 Comb Set

CHARGE

17. Mrs. Morris Mentor
506 Clinton Avenue

1 Stand Mirror
,1 Bath Brush

CHARGE

18: Mrs. James Johnson
222 Yale Avenue

1 Furniture Wax
CASH

19. mrs. LayLutt Shields

592 Clinton Avenue '

1 Hair Spray
1 Hair Rinse
1 Silver Polish

CHARGE

CUSTOMER LIST
May. 6

160
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20. Mrs. Gene Sheridan
290 YalL Avenue

1 Bowl Brush
1 Bowl Cleaner

Calf

21. Mrs. David Needle
296 Yale Avenue

1 Ironing Board Cover
1 Furniture Wax

CHARGE

22. Mrs. Saul Maybaum
Yale Avenue

1 Compact
CASH

23. Mrs. Robert Scherer
219 State Street

1 Bath Oil
1 Comb Set
1 Hand Lotion
1 Compact

CHARGE

24. Mrs. Arthur Morley
227 State Street

1 Bath Mist
1 Bath Brush
1 Bath, Oil

CHARGE

25. Mrs. Richard Kestner,
235 State Street

1 Deodorizer
1 Steel Sponge
1 Cream Sachet

CHARGE

26. Mrs. Jervis Smith
240 State Street

CASH
1 Grease Chaser



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO'. 1

CUSTOMER LIST
May 7

27. Mrs. Morton Catler , 34. Mrs. Steven Longman
252 State Street 109 New Street

1 Cologne 1 Dry Mop
1Terfume, 1 Dust Glove

CASH CASH

23. Mrs. Joseph Lang 35. -Mrs. Louis Lassiter
19 Main Street 176 New Street

1 Stand Mirror 1 Hand Brush
CASH 1 Hairbrush

CASH
29. Mrs. Henry Rand

48 Matn Stfedt

a Deodorizer
1.Furniture Was
1 Hand Brush

CHARGE

36. Mrs. Al Steeley
183 New Street

1 Furniture Polish,
CASH

" 37. Mrs. James Colter
30. Mrs, Jerome Jay 126 New Street

86 Main Street

1 After Shave Lotion
1 Shave Cream

CASH

Deodorizer
1 Cream Sachet

CHARGE

38. Mrs. David Duncan
31. Mrs. ftlfred Stoner 427 Long Avenue

112 Main Street

1 Stand Mirror CASH
CASH

1 Fiber Broom

39. Mrs. Lewis Griffin
32. Mrs. Milton Langton 472 Long Avenue

88 New Street

1 Shampoo
1 Sponge Mop 1 Hand Cream
1 Fiber Broom CHARGE

CASH

33. Mrs. Franklyn Meadows
101 New Street

CASH
1 BristleComb

161
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40. Mrs. L. Wister
125 Rose Street

1 Compact
1 Lipstick
1 Bath' Powder

CHARGE
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PERFORMANCE, OBJECTIVE NO. 1
ACTIVITY NO. 1 KEY

Arm

custom,

strm..1-41.

Quantity

/'

*

1
HOME PROM. CIS CO.

.2.--*/

Dat 1 .3 1
- 422..zez,u_sxze42.44.,

tifdds-er2. ---7/.4t-c-...z-,

Nn 1 Description Mcc

/ AC,
4-- n

re-h X-- At- 2.3y
/ 30i " in. '

t

MIII TOtAi

CHARGE UK Tax

Pay this Am%

4 79a
'de1,

3
tomE ritootrrs

Agent ,,e-.g.---- - _ --

4; / F- -7= 5 7

Customer LIZ1 1 ..r,... 4."'"

Street ...N1514 ..I
I

__,.....r.

Quantity No Description Mee

_/ --.
_L___LZ

I

Ut".442.a.AU A

1__Iig
26.41

j471:1.1.e-:1 r,c,

1 .

Total

eilk:
Sales Tax

Pay this Ans't

7 72
S39

g //
162

172

Name

2
HOME PRODUCTS CO.

A t _&-e,

Street 1- 1Ee212

Date .....etne, / 7.C,7
Z

/
.I6 C-11-"

Quantity Nn Description Mee

/ *-72,4:/..--/A.1( 6'9
,,ry./ 3 /

4-4, ,44,...-1.-

igtzt-,..4 /, i
1.-141-rY-4. 7s-

(6710 Total
C1KRGE

f
Saks Tax

Pas this Am%

44 5:-4.

44 74

AgentlAgn.e...e._<:00-o-e-,

Customer

Street _,T,il r

4
HOME PRODUCTS CO.

Date .ttIr4-7ir,
4-2.44.s-e., .-L-rz. 14 ef..-i

.4.-,Q,, - 6 - ,,.. 4.....e.--/

Quantity
1

No. Description hies

/ / Z3 4,cr.d.e ,w-1,..t.,

Total

CHARGE
Saks Tax

Pay this Am%

2 a
/3

Z ge.,



PERFORMAKE OBJECTIVE Q. 1
ACTIVITY NO. 1 ,

5

110%1E PROM rTS CO.

Agent _

Datet/ZZya; 47..411
rustome , jner. ,1_ _ea t_ 4-

. A

stf<T ft ;%.9-. .-721-±t-1 _ -erect. 4. e -I_ ..1

fluannty No , lk,cripti,m ' Price

/ .

___.1 1-,r& 6
1,,!2'2

7A-i_:;,..ir-1.,__As,.-Z--_ 1. /74,

..._

(1I CAS!! f

(CTCARTFE%)
1.C, 1,11t

th s Nen%

Agent

7

tu)M*" ritoollTs to.

CU IATISC1

Sure /0
Quantity No , Destription

j
J, 37-1.z.14/..x,(1, f

=11

CUat)
CHARGE

Total

Saks Tax

Pay th.s Am't

163

smme

6
HOME PRODUCTS CO.

I
Agent 1.1.-ert __,ii.ite-;

4,

Date

Customer,4,

Street-3901_ 4__
I-- .0Z-1-*:1
ee2L....._

I 1
DescriptionQuantity 0 1 Price

1
/

r
i

1

,

Ihi
i

'CrASID Total ...7 S g ,

. ClUIRCE
Saks Tax

Pay this Amt

/9
/t 0 7

E

A tent

8

HOME PRODUCTS CO.

eJ
V

Date ..elf..,--54.7...e.7.1

Cu .torner2111.20feelas4- ../ I

Street .g..A ..5--- Zerri,
I Quantity ' No Description / Price

l--i-4.7.. /
. / 07

.1-42,

i a

/ ' 70 .,

.. . a12-e-Atilt222eiZ.
oms4 /lagien.

IgaD Total
..tRGE

Saks Tax

Pay this Anet

I, Z

173/



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

hr.
9

'WNW PROD( ("TS CO.

Agent _Zr-e7C-f!

custome(2.,424

Strce

quantity

KEY

Dese 4 21

T
Deicripti Price

:216:Q1,11

CASH loaf
(CHARGg.)

Sales Tax

Pas this Am't

Agent _

110ME PR() l'CTS ( 0.

Date /714
2J1 Ata...?014-11( tom*?

tStreet

QuanIttT No

/
L

-4d --a-,

Description Price

3 on

1

Total

Saks Piz

I Pay this Am't

Name

Agent

cintomer2rAijZaa-p:di

Street 301
Quantity

10
HOME PRODUCTS CO.

t".../
.er-4)T-e--.'

Date -3' /97S
2ih

2/,e..-4-..d../ azpe rt. e..t..e_.-

No Desi nation Price

I
- ii 511r.. Ird ..." 0 .

ASH Total
GE

Sales nix

Pay this Am't

El
/7g.

Agent__

Cusromer.

Street 143

12
HOME PRODUCIS CO.

,

Date9214.. ..,;10' 76

e144.

Quantity No.- Description Price

/ e i.i , .....:-. --

/ s'e
-cc,

4,thil-,1,4-41-,)
, L,Z, etz &fly,

/
z el/

CASH

. .,

Total

Sales Tax ,

Pay this Arn't

i /3
(CHARGE) 3t

7 ibei



V

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

. 13 \
HOME PROM\ CTS CO.

Agent

PAC

414 kectiip.q. _

su.c. _ffr.

tio ik'sC,Ipttorl(

-17 .72.7

lital
CHARGE

Sate,. Jae

Pas (his

Pace

t

15
HOME PRODUCTS 0.

Agent

Cirtomer .

Street _L3

1.____Zi.),Te--,

\ .4

I it. d--st., -y-e,,a,..4.,-,1....

Quantity
1

. Dcse'ription Pnce

I
D7 -Y§ e_f_Niht:tzei,::_i

r? 17
4-'7

I . r1,
1

I .

o

......

(c_470 Totit

CHARGE
Sales Tax

Pay this Arn't

.1
,3

165

a

14
1' HOME PRODUCTS CO.

Agent

Custorner.21414;___Xtdd,c-t'9Street 4..9
1ou....y

Date

4..C...4-1

Lstg-, 41Jzel./- i-......_
N.1. I D

N,
escription Pnce

/ 711

/ az$ if-kfr.r I, _I 9

, .

'-----,
,

CASH Total
CHARGE

Saks Tax

Pas this Anil

/ 7

3 37:r

Agent

,

cu,...,2?zdik.,-,....
Street ±$ 5--

16
HOME PRODUCTS CO..

Date'
,

dm,

11W6101011"1

419L1--
....,,, ,. .......11

Quantity N.
--

Description Price

s4 ..3 O
/ D ,

i
CASH. Total

(dHARGE)
Saks Tax

Pay this Airn't
.

175



c

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

KEY

17
HOME PROM. CTS CO,,

Agent 6--C-,-- --
Date 29.z_c

Customer -24

street A-0 A a.
Quantity No 1 De iptiOn

/-;-;-- i/a_./. _47
--,5*/___I______LIEL

1

4

r

CASH , rout
(CHARGE)

4.5-sAie, tax

Pas this Anil /3 44-

)
t

il

, \ Agent 211. _ 9-11-iiitt.--''
1 rt.tr at, , , 1 ?1.C.
i f u tourer _ (.1..V a.....4,77-7i,

lee e ,

, Quantity No Description

19

MAW, PRODUCTS ( 0.

27i,
C12,

1 g Zs/. it-4-1.74:&-4:412.

Pike

if9

ClitS3IRIC17)

Total

Sales Tag

Cthis Am't

',raffle

18
HOME PRODUCTS CO.

Agent .i.__,,,d-ii-e.,

Customer

Street .Z..z.2...._:-.4p

Ile ,

LP -

414.25_:.

..ta /.,
4....z....

Quantity No Description Pncc

, , / 179

CD Total
CHARGE

Sales Tax

Pay this Am't

79

/ f8

20

HOME rHonucTs co.

I

Agent

Customer

Su., ..12..1t,_VIL

Date 4 "..,../.9-Z.4.7-

-ene---- ,... /e,,A.;;;-ietii I..,.._s_._

d 2
Quantity No Description Price

-51 14 -~1,......--424,z41 / g ,
75lI- 2, ,...4-1.4,-1, atnzt,

r

'a--S-- Total

CHARGE
Sees Tax

Pay this Arn't

if
/.3

2. 77

170



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

21
ilOME PROM. CIS CO.

Agent

Date

Custoinerf717.4./t4., -e-"4..r46"1

Ctrs tr _2 4_7.;;Iil

9ttimis s Deeelo4n

_ 9l- 127,24 Ll-tIt 2
_ L..12 _It __Ln4.175.1.4.f..491.2q)

1 ..---

CASH 1.4,1

(mai-,__- S. 1ax

*P.is ites

23
HOME PRODUCTS I 0.

4-)
Agent ._ c...t:tnt J.-

Date t log /
( triomcifk.-24,. ,0-1144Z".

Street 9 2.4117...-7

Quantity No FPkscription nce
I

s_i_ _174
(rz/--- Set

I /_

eCV1/41Lg24H

Total

Sails Tao

Pay this Arn't r 9 23

177

KEY NARK.

167

Agent

22

HOME PRODUCTS CO.

4.19 74:
Customer.,244.
Steen _3

Quantity

5: 2-k_4-A-E-1

'tn./ ___i

Description po:c

I 44/_CZIMUligrii2217. 00

i i
Total

Sales Tax

Pa) this Am't

Ca 0(.6
CHARGE /..6'

1 3 Ar

Agent

Customer

24
HOME PRODUCTS CO

zaiL___,O10e..., 1

Date J-9-2.4
/1, .., It

Street 'o .,, (Z.20 e2:1Le

Quantity No Description Pnee

--/ if,
/a-/-, , ARRAn

CASH Total

(CHARGE)
Sale{ Tat

Pay this Amt

ag
36

f3

(



1,

I.

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 1

.

Agent _ ,s-I.A....d

CustomerA7frrt'

Sto.er ..,g 3
_......__

Quantity No

25
HOME PROM CTS CO.

a'O--1
Date /

K24,-.11-4/14/_

Description Pnce

_ -J.*
1 /

,1-0.-

/ 4/
.1Y14-7112 1111M

,

. ,

1CAS11. roAi
.

Sales Tax

Pay this Am't

HARGE)

m

Agent a )U.

CirtonmrAn.L.

Street.

27
DoME PROLflC'TS CO,

--

Date e2,7_47724.

Quantity No Description Pnce

i
I

,..41:4A.-7Z11-1
19

.

'ir

RIffii.
! 1

rota1

CHARGE.
Sakes ?Ix

Pay MS Arril IS

KEY

168

Name

26
HOME PRODUCTS CO.

Agent ..J

Customer

Street-'P

Date
I

1. -

--1-79-16-7-

.the-i..t-
Quantity No. I Description t -: Pnce

/ /448' hi4Z.,

4
. I

1' A .
1 L
1 ^ \

OP Totai

&les Tax 1

Pay this Anil

i

CHARGE

'q

i!gg

, 28
HOME PRODUCTS CO.

)

Agent t's-e-,

...,, Date

Customer

Street -12- '-'2Zateali Shie4--*
1.t

Quantity t rio. Description Pnce--,----i
/ i /PS-

I

dga Total

CHARGE
Saki Tax

Pay this Am't

/0 30

.5Ti

irge/0

178



PERFORMANCE OB. "ECTIVE hY.,. 1
a.ACTIVITY NO. 1

Agent __fr*1.e,J

Customer .:42.4.0

sm.. ,_fi

29
HOME ?ROM CT.S CO.

A.I.P-e-'1

Date r 7,J99-57
Ra,r-ci,

a it siti./1 t
1 Nn Devomtion Pnoej ..2 0 ,.sii. ' _Z 00
241 tare / Vf_J -gla...1:111at

,, 0 ,,
\

i

CASH
(ElFiiGi., .

Sales Tai

Pat the Am't ffi
MOM

7

Agent _ 111-.

rutoner ./,ft
Street

,

31
s UWE PRODI'M e O.

._._

y
n,t;222t /92ia ,,./, _.

,.,..
. 44..

Q3owy No Desettrunn PriceI - 41;5.7 117U li;.1_4414e/

Ii1

CASH ri 1

-

ID1Total

Sales Tax

Pay this Am't

CHARGE
I14
2.0

KEY

169

Name

30
HOME PRODVCTS CO.

i

Agent 1Le Ir;e..-'

Custonaerge_lecEnz-,
Street ez

Datc 4-7-5-

Ouannty 1 No. Descrtnnon Puce

/-----1 ". .
A.

..fr- , .. ,...

I4......,..

CASH
CHARGE

Total

Sates Tax

Pay this Ar".

t.

'gt 97
/S"

3 /14

32
HOME PRODIWS CO.

Agent

g

cu mom,

Street ...-Y-S--_-22Cke--

No i

rwe'ktisifr._2;

281;1taaP-L-22,
_SkiLl.

/9 213

e--7-rr-
Quantity i Descrtpnon ttsa

/ !Z
I

.. - ' S'

[
A

CASH Total

Sales Tax

Pay thts Am't

'7 /IL,
s;HARGE

.5.4

7 0b

179



PERFOxMANCE OBJECTIVE O. 1
ACTIVITY NO. 1

Agent

33
HOME PROM CT'S CO.

Date t J97
Crustorn474.1. ik4ix./4ftdeil
suer /0 / FLIP 4.,sa't

.N.mnNy I Pc,ct

_ _f_ 1.1' ,-.,.4-6...,27n,k. T C'-&-.,

I 1

I

I

t T

I 0

1

CASH_

CHARGE

t.4a1

...7e.t

Pa. tt) . Veil 3

%gent 71L

(irto../217,i,/,

'Street ./ '76

35
How: mtoorm (o.

, _./... ,......1

11.1,970 ia 7, /7.7C
-,Xetc4}..,...4a.W.4..P:' 2,1----

1c__Se- 72illertzt 4--
_ _..._

otgaratty NA neiCtirttevl
t

I
---.K

,

t

6;70
; CAE

Total

Sales Tax

Pay flat Arn't

3
/8
,49

3

KEY
NAMC

I
Agent

Custonseig4k.....ateaf4

Smmt...10...q
f----

Ouantity

4111

'\ 34
HOME PRODUCTS CO.

'
1

' Date 4_191...c.

,,,,f(172122-4 ,
4.1i--. 9(.141Z-Z

Nc, DecrIPion Pncc

IIIIMAIUM"MAIIIIIINa

Iligliall) Total
CHARGE

Sates Tax

Pay Mt. Arr t

170

Arent

Cu.tcortrall

st. J

36 ,

HOME PRODUCTS CO.
/

, - Oate*/&./..,

^, ,aillfre E7

.

g_j___14,..___,,,V_.

VoOvant,ty7 Dc.aipPon Pnc
.

/ 1.Z_..6...7122itals,it-dZiZ4 /74
,

. a

Calt,ii Total
,

Saks Tax

.-Pay Ma Am't

/ V

CHARGE 0 q

/ hr

180
I



PEKFoRMANLE oBJECTIVE NO. 1.
At-T IV I ri

37

giomE PRonters co,

Agent rl....ni.
..-,

Dafe-&aet_ 31_,./(7.7/2

, ot,,,
17vE-- 47-,e, t1 'ct, . _ _ 4, v...,-1, fe

%,
,

fk.....cN ,r.

i_ C_ , at-e tiiirtz_'

_ 1___2,7*, I eLc. ,, cii

39

tveyll, PROD1 (1' 0.

kcent
f -

Dvte

Ctreet

Otamay Dextqu,c Pnct

/ I -d ..2.e..7..

1--

Total

Sake Tag

Pay this Am%

181

Nntrit

.

(..41_
"

Quanta),

38

HOME PRODUCTS CO.

"
, .

_.,
_,......4..,.....54

Dmn mtcm

,.... Ii
,i.,-f...._.

z, 6

..-=-_-,.--_-,
I PamNA

I.
I

1 ,
#

art,
,

Total

SalfS Tie

Pay tha Am%

2 2J
/4'

CIL GE
_

3 los

40
HOME PR(, It TT'S CO.

4

Agent __ _c?6(5 '
7.

nAte nay---iv-z-c,

sir. r:5---e
1

()ramify o Dcicrsphon

...
4_,;2,&/277. fr,c 1 3 00

t ..k..,

1,1yieffoprim., , ,
9;

11111=1,

J.

TOUll

agEilo
Sales Tu

Pay tics Arn't

4 og
0

Z 8



JOB; SALES CLERK

. PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 2

ti

TEST
.°

'INSTRUCTIONS: During the previous week the sales listed on the

enclosed sheet were made. Using the enclosed price catalog, custo-

mer list, and sales slips, repare the 12 sale40 s slips according to

the following instructions:

A. Write carefully neatly, and clearly.
B. Write your name on the line after the word "Agent."

C. Fill in the lines for date, customer, and street.

D. Use a separate line for each purchased item.

E. Use the price catalog to determine price of each itemti

F. Add the prices of all purchased item and write the total

on the line wit1 the woid "Total."

G. Determine the sales tax on this total and write the amount
on the "Sales Tax" line (sales tax is 5% of Total).

H. Add the total and the sales tax and write the amount on the
,line With the words "Pay this Amount."

I. Circle "Cash" or "Charge" according to the type of sale.

J. Number each sales slip to correspond to customer list.

t

172
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I
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST
ACTIVITY :u. 2

PRICE LIST

y

Catalog No.

74

Price

$ 1.89After Shave Lotion

Bath Brush 38 2.69

Bath Mist 75 2.29

_az!' Oil 76 2.10
.

watt Powder
.

72
,

2.10

Bath Refresher 78 t 2.09

Bathtub Brush 31 1.89

Body Lotion 56 1.29

Bowl Brush 37 1.89

Bowl Cleaner 42 ..75

Wristle Comb 62 3.05

Bubble Bath 73 1.10

Clecnsing-Cream 59 2.48

Cologne 264 1.98

Comb Set 65 2.39

Compact
.,7

216 - 3.00

Cream Sachet 270 1149

Deodorant - 70 1.09

Deodorizer 20 2.00

Dry Mop 122 3.65

Dust Glove
( 515 . 1.15

duster Spray . 511 1.95

Dusting PoWder 83 2.69

Fiber Broom 119 2.89

.

Foot Spray . 80 1.98

173

183 .

(
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 1 TEST

ACTIVITY No. 2

PRICE LIST

'MY

.4

t Catalog No.
N

Price

-.6

Furniture Polish 25 $ 1.79

Furniture Wax 24 1.79

Glass Cleaner 165 1.19

Grease Chaser
. 148 1.60

Hair Rinse 272 1.30

Hair Spray 276 1.80

Hairbrush 3? 3.09

Hand Brush 39 .49

Hand Cream 50 2.09

Hand Lotion 52 1
1.30

Insect Killer 716 2.19

Ironing Board Cover 96 2.89

Light Mirror 418 9.88

Lipstick 34 .98

Moth Proofer 153 2.35

Nail Polish 53- 1.10

Perfume 268 4.50

Pet Shampoo 609 1.19

Room Spray 22 1.75

Rug Shampoo Set 840 . 1/.50 .

Shampoo 71 1:98

Shave Cream 79 1.10

Si.ver Polish 87 .99

Sponge Mop 112 4.25

174

i$4



JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 1 TEST
V".TIVIT NO. 2

PRICE LIST,

Catatog No. Price
Spot Remover

12 $ 1.69

Stand Mirror
415 10.30

Steel Sponges .

141 4.98
.Suntan Lotion

58 1.95

175

185



JOB: 'SALES CLERIC
PERFORMANCE OBJECTIVE NO. 1 TEST
ACTIVITY NO. 2

1. Mrs. Fred Marford
246 Broat Street

1 Comb set
CASH

2. Mrs. Morris Morberg
505 Robin Place

1 Bubble Bath
1 Bath Powdet

CHARGE

3. Mrs. Harry Roth
045 Robin Place

1 Pet Shampoo ,

CASE

4. Mrs. Dale Warden
14 Hi:1 Street

1 Bowl Brush,
1 Bowl Cleaner
1 Deodorant

CHARGE

5. Mrs. Cedric Kaufman
406 Helen Avenue

1 Furniture Wax
1 Room Spray
1 Grease Chaser

CHARGE

6. Mrs. James Blair
348 Broad Street

1 Li Stick
1 Deodorant

CASH

CUSTOMER LIST
June 1

176

7. Mrs. Frank Mayer
-28 Hill ptteet

1 Bristle Comb
1 Hairbrush
1 Hand Cream

CHARGE

8.' Mrs. Donald Deemers
176 Court Street

1 Shampoo
1 Hand Cream

CASH

9. Mrs. Otto Reichman
148 Court Street

2 Hairbrushes
1 Hand Cream

CASH

10. Mrs. Paul Hampton
515 James Street

1 Sponge Mop

1 Fiber Broom
1 Deodorizer

CHARGE

11. ors. John Whitman
212 Berry Avenue

1 Silver Polish
CASH

12. Mrs. Walter Allen
476 Second Street

1 Stand Mirror
CASH

1



PERFORMANCE OBJECTIVE NO. 1
ACTIVITY N1. 2

siOIE PROM (TS CO.

Agent CL- "'U.//

KEY

Date (;.....tatt!.fr...!... __/9,1-5---

(u,',,,,,(: . ,-;;4:1,C. et '277e-i-. ,l.t t

, -. Ai e..... t----)....,...L.....:, 1 7 7 r t
er,..,11ty % I De>cflplf. n

I

jsjjt_\
CPARCE

SA'r,. Tax

Pas !,s Vet

Prs:c

ci

-
Aget __n

k 3
NOME PRoitt (T' (

,%, 76

Strut 5 c

Nanix: 14 No I. De-cortion Prk-s

1 ki

total 1

I e'l.ARCE Si T.t.c

pay Out Anil

/tientd

Strret_ df'r-e-

2
A

HOME PRODUCTS CO.

44- ,-,-4-:- .-- --- '
Nogg,

-"; j ..,... -....--
.. 4) A9'1,-

-4;7' 74_42-., .... _.-- i ..?..

ts:, i Os-scilpt.on

ii a y.S
i

c.c_..."/

PrivChlarlitty #

i

.
,

t

CASH....-_-..
Pa) this Ant% -33

4
HOME PROD( Cr, CO.

,,,i-

C %War=

&tett ,t

if-A.)...--

.

_2-i a ... ___..214

:74 Ye , t _A----4,-44

1.01-../
i. 21-

i ou4nmy ri Ttuflption` Pnc

0- '
.

I te --' '
rJZ

4-.4

r

1 'I Ass
.3.

7-

.

MN
Tog

Sal.* Ta

Pry this Aat

/ 1..
Lr

I

177

r187.

11,



st,

=

PERFORMANCE OBJECTIVE NO. 1
ACTIVITY NO. 2

Agent

5
iottE PROM Cgs (G.

Customer 11-11..!-
I

4t,-c* 4 , -.I' e: z16- ....

Quan.11% s4s Itt,C,Irtrare 1
Prce

/. __ ..: _ ,: Y',4 t 21-4;

/ Z___,1 i r \ 4--,_,-.? , 4.

i---------t 77-

I
i

CASH

Sk 134.

, -

KEY

/ 77

.t.ss _ _ A-

tent

7
ifotly mow( r. (

Qy....- /, /9 74-
_,-- ,,,7

.. ,.nle.' '1.7!t.c. C Attn-/..... _,!Zirc,e_le._/..___I

street _ ....: _.--2,.-IC. _ ..J.Z1./../...4& __ ......._____

Deso,p,,, I Pries
,

I .

1. ,-__
_

I
-1. -itll

I

- '

CAS!! TOI411

Sakt Tax

Pay h3s Amt

Il
6

1101E PRODUCTS CO.

Agent

Street -?± S.

na4 //9___,Z;1.--1

X. ,/,/ _stIA-2-.z

Quantay t No DesdllPuon Puce

L.7 1 ,-- A./
i tO1,

... .---
, ,

: I

CHARGE
Total

Sa'es Tax

Pat thus Am't

t

/'

8
DOME PRODS (I'S CO.,

,-

Ci4tomer4/11....L.V.A. El_ _..,...2...ze_721. i 4.

Street / _Z74
I

Quantity No 4 Desctlatuos Poet,
..,, I

i C__.4...e.i 1 _eRszarz..4-e-,...
L I

I

1

.

t

-. . .

05D0awn
TGva

Saks Tax 1--------44-41

Pay this Amt !

-f

1

/it k I

18 (1'.



t

PEItruMANCE OBJECTIVE NO. 1
Ac I IV I TY NO. 2 KEY

9
'U)%II rkont (P. co.

Agent/4i: _ -"
Dale :1 Ls ir_ly..2:5--

(uston,..-, r.

j t'w r--
,^ sr. 'PI or% PrAvt

I. 0,1

eli.ARGE
Shee, lax

th,

Agcnt

HOME PRODUlltii'0.

IV 'PC_ 71 42.2

e .

s, ,-, oi )11

pescrirvon Pnce
r I

)5'(/

4e.12C- 44ee °

QuatIt.ty tin

'I.
)\1F 1.10111. i TS (

---- -

/inxi _

47,"
.7 4

1..ruirt.ty N PIMA

--r-
1.

1

PA), grits Amt s le54

179

cece

CASH T00'

Saes Tax

v.) Amt--______ _

12
WAIL PROM CTS

Ap.4 .1

--//../.9e1,

9!.11°^14/'&I
. I

1--

I.

Total

*3 Tae

Pay this Arril



4

JOB: SALES CLERK

Performance Objective No. 2

Given 20 sales transactions, the student will make change in 15
minutes with 95 percent accuracy when given Amounts greater than

the sales tickets.

Prerequisite

The student will have satisfactorily completed Performance
Objective No. 1.

Materials and/or Equipment

A money tray, play money, and 25 monetary exercises (exercises may
be instructor-prepared or taken from South-Western aerical Record
Keeping kit).

Activities for Performance Objective No. 2

1. Determine the amount of coins and bills require to complete
each sales transaction onlExerses No. 1 and No.. 2. List

under the appropriate headings the_number of coins and bills
required ,to complete the transaction (use as large a denomina-
tion of coins and bills ,as possible).

2. Upon satisfactory completion of the exercises, ask the instruc-
tor for the Performance Objective No. 2 Test.

4 '4.

ae.

190
?: 4
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JOB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 2
ACTIVITY NO. 1

INSTRUCTOR'S KEY
EXERCISE NO. 2

LEARNING TO MARE CHANGE

M,I:sing change i an integral part of the Sales Clerk's job: You must perform
this responsibility with accuracy and skill. Theexercises that follow will
acquaint y.,11 w.th the procedures fdr making change correctly.

INSTRUCTIONS: 'Using the least number of coins and bills, indicate :.he amount
of change to be returned for each of the following transactions.

AMOUNT 1

1 OF SALE
41MOUNT

T1NDERED
-

4
0 r

1

.

I

p.05.05

r

.10 .25 .50 1.00 5.00

.. 1

i. $2.73
i

.$c5.00

Si, .50
l'

2 ,

,.

t 1

. 1

.

.----7'

l

'

2
.

/
2. $ .17

t 3. $1.29
I.

$15.00 1 2

.

1 3
,

4. $ .81 $01.00 4" 1 1

' 5. $ .39 $r :00 1 ...... 1 1
u 4

I: 6.

%

$ .21" . .50 4
, 1

, I

.

7. $7.57 .f $1 .00 3

.

1 1 "I ,I. .4 2

8..
!

33.02 $ .00 3.
.

2 1 1. 1
I

: -9. $2.76 i. $10.1)0: % . 2
, 2 1

10.

_

ki
$1.57 i $ 1.00 :

I

3 1
. 1

.1 1

1

..

1 d 3

1

191
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Worth: lb:points
v.

Score:

Grade:,

"1 .
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JOB: SALES CLERK
PERFORMANCE OBJECTIVE) O, 2
ACTIVITY NO. 1

INSTRUCTOR'S KEY
EXERCISE NO, 1

LEAR ING '1.0 MAKE CHANGE

.-r.

*raking change is an integral part of the Sales Clerk's job. You must perform
this responsibility with accuracy and skill. The exercises that follow will
acquainr you with the procedures for making change correctly.

t

NS RUCTIONS: Using the least number of coins and bill*, indicate the amount
of change to be returned for each of the following transactions.

0;
OF S AtE

AMOUNT
TENDERED DENOMINATIONS

,

.01 .05 .10 .25 .50 / 1.00 5.00
. I

li, $2.73 $ 5.00 2 1

12. $ .17 1 $ .50
,

3 1 1

'3. $1.29 $10.00 1 2 L 3 1

4. $ .81 $ 1.01
..._

2

'5. $ .39 $20.00 1 1

t). $ .26 $ 5.01 1 1 4

7. $7.57 $10.00
li 3 li 1 1

8. $3.05 $ 5.00 2 i 1
.

19. $2.76 ri $10:00' 4 2 2
\

10. $1.59 ' $20.00 1 1 1 1 3 3

'1

182

/

192

Worth: 10 Points,

Score:

Grade:

4



111

.10'4: SALES CLERK

PLRFoRMANCL OBJEalVE NO. 2
ACTIVITY5No. 2

INSTRUCTOR'S KEY

MAKING CHANGE TEST

Aim

LL-.ted "oelow are making change exercises. The amount'of sale and amount of

money tendered 5_s tendered. Please indicate the Smount of change to be re-
turned for each'of the following transactions by using the least nu-ber of

coins and bills.

AMOUNT 1

of S'AIF

AMOUNT
TENDERED

DENOMINATIONS

*
:

.01 .05 .10 .25 .50 1.00 5.00

1. $5.72

.

$12.00

.

3 1 1 1

2. '..+.843 $35.00 2 1 6

3. 55.01 $10.00 4 2 1 1 4

4. $5.69 $40.50 1 1 1 1 , 4

5. $3.72 $10.00 1 3 1 1

6. 56.41 $15.50 4 1,3 1 4 1
t.

7.

i

$6.40 $10.00 1 1 3

8. $4.27 i $20.00 i

T
3 2 1 3-

9. $4.46 1 '$ 5.)0 4

10. $9.25 1 $20.00 .; 1 1 2

is

183

198

Worth: 10 Points

Score:

Grade:



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 2

ACTIVITY NO. 2

MAKING CHANGE TEST Con'd

AMOUNT
OF SALE i

AMOUNT'
TENDERED DENOMINATIONS

I

.01 .05 .10 .25

.

.50

A

.1.00 5.00

.

1. $4.06 $10.00 ,,4 1 1 1 1 1

2. $4.63 ' 4/$ 5.00 2 1 1

3. $4.46 $ 5.50 4 1

4. $9.25 $20.00 1 1

5.
...

$4.06 $10.00 4 1 1 1 1 1

O. $4.63 $ 5.00 2 1 1

7. $'5.72 a $12.00
,

1 1 1

8. $4.88 $3500 2 1 6

9. $5.01 # $10.00 k 2 1 1 4

10. $5.69 $40.00 L 1 1 1 4 6

19-1

184

Worth: 10 Points

Score:

Grade:



PERFORMANCE OBJECTIVE NO. 2
ACTIVITY NO. 2

NOTE: Attached sales tickets may be used for oral testing of the
student's ability to make change if the student does not satisfac-
torily complete Exercises No. 1 and No. 2 of Performance ObjectiveNo. Z.

a7

- 195

185
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NAME

ADDRESS 6 .34

.

WAKEFIELD FOOD STORE

)714; dtvr-e,v

SOLD SY IS*. A AMT. Rite'

I !Agt-4%., I .

I

12.-Ltd.eed.A)---ii / / S.

1 ., ____.,
1

:k
0.4.e...--,i___

.

3r1

_g_i
02

-7-':

1
3 0

t 1 4 5

IT.rAt.
Al

..-szi-
,

3
1.9 1

cm.* in us. At

1CMENT TENDERED $12

WAKEFIELD FOOD STORE

ATEZ,Zzittk

KAM124-124;1131-21e2d4
ADM= 5 if 7 J,'C'1, ,tel ptZt.

SOLD WY RECD =
02- 11-12-tiz

ie
"1"3frizel._.-i A

,.

il-LICOilt"
1 '414 !_f2f.,.file.d.2--

11'

3

/ ri? . C 11.

t

aa
302Az-y-c

szy

-,J2- .

,.1 c . -y ,e,./r.:-.) , I 12_

. . AX 1 a1
TOTAL l_st

i

01
au 1

Milt% M.A./

PAYMENT TENDERED $10

I

WAKEFIELD FOOD STORE

°ATP .2 Is_
MAME . ' I

ADORES; 24 3 7 2eKLt/...,
SOLD BY .:Z 13. _Am, RECD ,6-fr-1

j jit.a..A., q

___LO
___a

I 1.2-4__2

___1_ ..

Xi-,,,..0-,...t./__Aj
42,44- at.....---.../ 2..4_LI

__Li,-,..r4,42-11
6'5'

! TAX

I., TATAi

1.25

U.S All

PAYMENT TENEERED$35

NAME

ADDRESS

WAKEFIELD FOOD STORE

* DA

12' (AZ egaZAE1

44571.* 7;c44-46, /61

C4--0'SOLD Y

p9
AIL
_Zt...
z.z_

41,-4k,14-----
_

.
_ _

.

. 314
;Dr--Z....2___.-ax...as,,e_z_.

......47Zaeive.A,
__.z.

L
2.

044.*slia:/----
7-r
3,5
zg.
:6-,faz

,'° . 41 1.-1
.1g.
4y
IL
a7

.-L.:Cett-A--4/
/

_
1>11,916.4

aloil___Kg_________
,5

_TAX

OM TOTAL 5 & 9
MOO iiU. IL Al

186 PAYMENT TENDERED $40.50

196'
a

so.



NAAR

WAKEFIELD FOOD STORE

DA / is._
,t/

.14ez-vi
M7:RFA.ro 6'41'

2
I) 21.

_it-2
..,61;

e_

-Lt- I _..lgs.ret/--.1
i?__:.. .1...ze,e-__/244

e
/ h_dkz,z/Z.42/d;?- --e-e 11 SI-Z

11

it 20-2,641.,,
4,:r,f-4eC,G, it .5'LI

: 0.a.. 1;

-1-

li

44

I
T A

--.125.
11.----.21-

101.1!. II 4
1.20 ' ii

(wwwklu.s

PAIMEN!` T ENDERF.D2., "1,50

WAKEFIELD FOOD STORE

CATC-d4-1A11,
MANE 77/
ADDREss / 3 04/7 Atext44..L
SOLD Trf.21124

r

LIT
joi AT

PArls In U. S. M

4YMENT TENDERED SIO
187

197

WAKEFIELD FOOD STORE

DATF..261.44- 19
NAME lerthi S
ADDREss sg 4-9 ..DerVe,!-:

BOLD BY I -AM7. RECD. 1O

i Scrat Pow-a-at-h.- 3f1
.__i_

1-1:1.12.__Lc_i_.
___

bALIQ_Ce#4,4_ 93 ,
141.
Co.t.ik-..i...-Pe 0.-,t, P48-0.......4.

lit
12.2,---2-..1.1_____

_ALM.2-4-
S21:,e-

93
.5( I

$-1-.
a

?
TAX

. .
TOTAL ___9_

1.10 ,
(Mar MU. CA.1

PAYMENT TENDERED $20

WAKEFIELD FOOD STORE

NAME---01.14.1.1144.
ADDRESS

AM7.TOw By E, 1S
;

433a-lo

17,-,-Ackto Soul)
3

20

2

5.5"

(MNrk us. ki
PAYMENT TENDERED 55

-11



WAKEFIELD FOOD STORE

DATE-22tO/Ve2//2s.ja___

IIO

AMT. RECD

LZ.C7:

31.

/ 4.14..t1Z41&&
1

4.e.-i I -a
S.1 4

\ V.sAgligra
11"

'' 11 20-2jra-Z.
It 25..4/jgeeger-1.)

L---__1
j'AN, ii

Tot.%

1

il Ai 4 A
18-20 i:

Made in MS. A.)

PAYMENT TENDERED $5.50

-WAKEFIELD FOOD STORE

KUM.
Ammo ' 417 ..ue1/2".44f1, -101,/,ep."

SOLD By_kted3- AMT. REC'12

t.-742(7.7.4 ef,a,e,er,
Lola

3

39

Wads Is U. P.M

PAYMENT TENDERED $10

0

WAKEFIELD FOOD STORE

t2A1E.A.A44-19

se
mug...Mu-5

-bov-e.x..

_AwnREC'D 10 9:1")

ADORERS

SOLD BY

5.

EA-As -

I I So- ....40 P0-.04-....s...

.......L

p
b.P.;f_C+4- - 3

`1"..:.1 1. .,e .
__

,0

... . i___L

.X...er R.e....c4r....,

I tlsi CWe. Q.ez.,.t. e.4..t-
niv.x.k.4

TAX

TOTAL

P.10

(Mml tA U.S. A)

PAYMENT TENDERED $20

'WAKEFIELD FOOD STORE

DATEA1-111--
NAME

ADDRESS if,- 4.-Arta,Z. 54-7
&re% STO BY AMT. RZC'D

mazes L.a,a_

2
3

0?

3

0-0-e
7Tern..o.r.43

2.0
3S

55"

2 -turd. 44,
4

TAX

1116
TOTAL

(Md. IA U.S. A)

188 _IAYMENT TENDERED $5 -

193

1



a

NAM

Amami' 214-9 dare...kr-
g:co gy I WT. REVD

WAKEFIELD FOOD STORE

DATIrr?144-4-44- 12-

ja jalfq,,,_
_3_ 0

Lag
1-12nrfaX6-e-1-

_2_,(4-4.
__L
__L

LS&QA-
tir-o-e-e

a2caescAf
c,iitL._

s

.21.
.;14:
1O

17

iTcr.4-4.
g-P-,.._,A-1

,___.11/5.
' .1t

Tont 122
345

Wads 14 U.S. AI

PAYMENT TENDEREO$10

WAKEFIELD FOOD STORE

DAT

NAME

ADDRESS

/

*DLO BY '^'' "9. --"42-----AIN'T REVD 11'1

.1

WAKEFIELD FOOD STORE

7-AA...J. A__ - 9"
DATF

.
TOLD ay Y. Le, A .-14- AIN'T. REVD-

ADDRESS

I e. h .fat 77,.....*. I 14_3.
44r-Fow-rt . i.A:2t=1

77,..tp.,...4_, .a.a.
7(07_.A._

L,
-.1.-1
:__.1/

D

_______i_..
14-,-.--.-1-- . 2 i

Rs'4,=2---ast-#6 .2 ,s"-

fit.a:r..) 4 3
.,.5-0
2_7_
la.
zs:
3o

2,-.1.....,..)
1 (6.1......A )Lizi2i,

-?-.....i-r - 7 9 .

640
TAT&1 L 41

(mad.41

PAYMENT TENDERED $15.50

WAKEFIELD FOOD' STORE

NAME

DATF

ADDRESS

1o[.) we

...2/2164,za,,d 134-
'4

is

,3 6
944

271..--
1

413
7r9-

_Li
14111,,,.._eteo,,_/ il

ii 44.....aLe.,..,.0-,,...,.....
i

l._______6. 1 n.
i TAX I . II

IITATA! 11_62_
16111 v !!

Wadi 14 U.& AA

PAYMENT TENDERED $10

AMT. REC'D..0
.z.

* , i . .,...
4(e2-
2 E-
30

arArscl_____.2 .._,... , , _ . , y.L.
2-9,-

..-

- ./
- X.z4Le. 30

/ 444:c-el 2
1 , If__

ZA.
1...g...

L.
-...C. I

it,
.1

' --,llek4ifil.......
....

lif e ,

. TAY,

_____4_

LI
.

4 (WA U.S. /4.1
189 P4XIIENT TENDERED $20 41
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WAKEFIELD FOOL) blOKt
DATEISTA-44- 12.

Kum lative.aa- IT\

4Si .1:&371ADORE'S 2.7 !V

SOLD SY "..Vs I Ater. REc-o_1J -F2

t

.1._02215c.ke s

71-1_a-ccircre-s...
___

1

5so-4- io.
.-

' gs
0

_.rzseit-
_,-L---c:-.-A-- 3_

Tv
t TCITAI

11.1 5

NAME

(Made In U.S. Al

PAYMENT TENDERED §10_

WAKEFIELD FOOD STORE

DAT

ADDRESS -3 7

--e...'

1OLD BY _ l' 41. --"A' AMT
if PS'

3

L1

_1
TAX

S.11

7

1-

NAM

WAKEFIELD FOOD SCORE

DAT

AVOWS

SOLD BY 4. 41"--AMT. RECD

_z___2.kzeje:_r_itr=g *4-g

__1___i_1____tr3-L.-,1 1
.2/

- 30

TAY 0

(Mad* in U.S.A.)

PAYMENT TENDERED $15.50

WAKEFIELD FOOD STORE

DAT

NAME

ADONESS

BOLD BY -i3- ...AM'T. REVD '54 -LI

6 4()

(Van on LIAM

PA7MENT TENDERED S ID

TAY

07
20

*147 TOTAL
(Mid," in U. S. Ai

190 PAYMENT TENDERED $20

200
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.

NAME

14.

WAKEFIELD 460D STORE

ADDREis 6 3
&NJ, sy..X a A.- AMT. Imo.° ,--476")

/ 1 2it.L

.2/__L1 /.L -

-LstA- 4tatt4,Q4-ri,,

_.,2_1 .--01--,_a_Lear---
I ---,e4-

.2 0

ITi:L-1----7TITa"' --AWarr in U. 3.A.)

!'ANMENT IENDF.RED

WAKEFIELD FOOD STORE

oATrWZO/t/d).
NAME

'ADDRESS -fLe /.11.4,1111-ti---fie--Lel-t-.
SOLD 114YMaP* T. RECD '21"

3
11

3
1 ,.;,.. i_/ -/...:-.. ,

4 1 ?
es7 -/-----7L7'14.,:,...,

_.:71.1,LLecAe412-2&4yci_____
,

TAX I II
TOTAL k -5Lis

11

(Mt& in U.S. A.1.

PAYMENT TENDERED $10

'44

49,

WAKEFIELD FOOD Si DRE

ADDRESS 4- 3
;iy e. /9. AMT. REVD L-4-

)71.(24...,
I La: w- iLo

2

_LLL 1 A4-..Tira-a- ,

--L.
_LIzi--,4-4,......./

LI44,--__ct-,--...---,/ 2_4
.-SJ - _/,

s
....LI 21-.

1 TAX

TOTAL

Work U. S. A.)

PAYMENT TENDERED$35

WAKEFIELD FOOD STORE

NAME

ADDRESS 4 IP;=le.Ar=1=11d.'
1.13SOLO e-ie-s../ APer.,RaV0.5

.._-...
4r-r-c.deze.ii lalt

1
424-

2- .
. _ M.

__./. ,.. - ' .9".._
-g--- :. X,._.(...Le,
IA,

i&fdalgti.
2 ..4e..4 )'.._..,___ _IL

.:..A.. -

.._12

TAX 12...
1143

TOTAL 5 t2.-
191 PAYMENT TENDERED $40.50
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JOB: SALES CLERK

Perforiance Objective No. 3

Given 10 credit memo forms covering different types of merchandise,
the student will be able to complete the forms with 95 percent
accuracy. 0

Prerequisites .

The student will have satisfactorily completed Performance
Objective No. 2.

naterials and/or Eguipment

Ten credit memo fprms (instructor-prepared)

Activities for.Performance Objective No. 3

1. Complete the 10 attached memo forms.
2. Opon satisfactory completion of Activity No. 1, ask'the

instructor for the Performance Objective No. 3 Test.

2 02

192.
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5

PERFORMAIXE .OBJECTIVE NO. 3
ACTIVITY NO. 1

INSTRU0TORIS.KEY-

STUDENT EXERCISES qgtEpIT MEMORANDUMS
/*

You are employed by the /Indio PaVer Company, Inc. In addition
to seiling.paper, you compaiy also sells office supplies.

Ten customers have returned merchandise to this Sales Depart-
ment for credit. This merchandise may have been the wrong size or
cplor, or it,may not have been in good condition upon arrival.

Attached are 10 memo forthAto be dOmpleted by you using the
folloWihg instructions:

1. Prepare a credit memo form for each customer by writing
the information provided on the attached Credit Memo List

; under the appropriate column headings.
2. Upon completionof each credit memo form, check the tom-

pleted form to see if.Ole information is the same as that
on your Credit Memo List.

s. 4

0

rr

p, .

1
203,

193
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JOB: SALES CLERK ,°

PERFORMANCE-OBJECTIVE'NO. 3

ACTIVITY NO. 1

No. 1

CREDIT MO LIST

To: Paul Cardozo
9248 Overland Avenue
Boise, ID 83705

Credit Memo No.: 1

p. Invoice No.: 1211

Date: January 2, 1975

Sales. Representative: John L. Chisholm

CATALOG

9UANTITY NO,

1 0081)

0

DESCRIPTION

UNIT
PRICE AMOUNT

Easel and Pad 's

n

TAX
TOTAL

15.00

ip

xmcxxxxxx=cxxxxxxxxxxxxxxxxxxaxmocxxxxxxxxxxxxxxxxxxxxxxxxxlxxxxxxxxx

No. 2

To: Goodman Coppany
23 Terry Street
Portland, OR 97204

Credit Mehlo No.: 2
Invoice No.: 1212

,Date: January 2, 1975

Sales Representative: Edward S. Venters

15.00

.75
. 15.75

CATALOG UNIT i

QUANTITY NO. DESCRIPTION PRICE AMOUNT

5 01401 Desk large, flouiiscent 8.25 41.25

.
2 0089 Desk file tray 3.50 ° 7.00

TOTAL 48.25

TAX" 2.41 '

TOTAL,: 711%

20

194

1
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JOB: SALES CLERK

PERFORMANCE ,OBJECTIVE NO. 3
ACTIVITY NO. 1

CREDIT MEMO LIST Cont'd

No. 3

To: McClean Book Co.
6995 Bannock Street
Portland, OR 97204

r
Credit Memo No.: 3

Invoice No.: 2213
Date: January 8, 1975

Sales Representative: Charles W. Foreman

CATALcG UNIT
QUANTITY No. DESCRIPTION PRICE AMOUNT

1 0120 File, R'llaway 65.00 65:00

r

TAX 3.25
TOTAL 68.25

YXXXXX4XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXA4tiXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

No. 4

To: ,Gem Paper Company

6490 Gem Street
Reno, NV 89508

Credit Memo No.: 4
Invoice No.: 2314

Mat,* tFebruary 10, 1975

Sales Representative: Chance C. Kenobski

CATALOG
Qt ANTITY NO.

2

DESCRIPTION

Typist posture chairs

195

205

UNIT
PRICE AMOUNT

54.25 108.50

TAX 5.43
TOTAL 113.93

r



JOB: SALES CLERK
PERFq?tANCE OBJECTIVE NO 3

ACTIVITY NO. 1

No. 5

CREDIT MiM0 LIST Cont'd

To: Fashion Apparel
2408 Region Street"
Sacramento, CA 95826

Credit Memo:No.: Az
Invoice No.: 3004

Date: March 5, 1975

Sales Representative: Benjamin Wister

CATAL0G UNIT

QUANTITY No, ,DESCRIPhON PRICE AMOUNT

1 0134 File, two-drawer 125.00 125.00

TAX
TOTAL

.1,&..\-\....XX...XXXXXX.XXXXXXXXXX:0(XXXXXXLXXXXXXXX.XXXXXX.

No. 6

To: Babbitt Furs
123 Beaco :. Avenue

Sheridan, WY 82801

Credit Memo No.: 6

Invoice No.: 4216

Date: Aprilq0, 1975

Sales Representative: Victor Stligman

6.25

131.25

XXXXXXXXXXXXXX

CATALOG

QUANTITY NO. DESCRIPTION

UNIT
PRICE AMOUNT

3 0010 Boxes Folders, plastic 10.95 ,32.85

2 0021 Boxes Dividers 6.85 13.70

TOTAL Z17753

TAX 2.33

TOTAL 48.88

196

2 6
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JoB: SALES CLERK

PERFORMANCE OBJECTIVE NO. 3
ACTIVITY NO. 1

No. 7

To: Art Associates
6240 Spring Street
Boise, ID 83701

Credit Memo No.: 7

Invoice No.: 2218
:,une 12, 1975

CREDIT MEMO LIST Coned

Sale.:. Representative: Kirby J. Anderson

CATALOG
UNITQUANTITY NO. DESCRIPTION PRICE AMOUNT

2 0024 Tsquare and board 14.00 28.00

TAX 1.40
TOTAL 29.40

0

\C(IXX.X.:XX-XXXXX.XXXXXXX.X.XXX.XXXX.X.XXX.X.XXXXX.XXX)LX.XXXXXXXXXXXXX.XXXXXXXXXXX.XXXXXXXX)000LX,

No.

To: Eagle Stationery
b25 Bond Avenue

Boise, TO 83701

Credit Memo No.: 8
Invoice No.: 5218
Pate: November 12, 1975

Salec Representative: Naiad Kloovcr

QUANTITY
CATALOG

NO. DESCRIPTION
UNIT
PRICE AMOUNT

3 0050 Boxes tape, transparent 8.95 26.85 '4 0054 Rubber bands .30 1.20
3 0058 Thumb tacks 3.00 9.00

TOTAL 37.05
TAX 1.85
TOTAL 38.90

19?

207



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3

ACTIVITY NO. 1

CREDIT MEMO LIST Cont'd

No. 9

To: Yucan Travel
698 Thorson
Phoenix, AZ 85029

Cred't Memo No.: 9

Invoice No.: 1219

Date: January 15, 1975

Sales Representative: Barton D. Dixon

CATALOG
.UNIT

gANTITY NO. DESCRIPTION PRICE AMOUNT

1 0061r Bookcase, Oak 89.00 89.00

1 0022 Globe 23.68 23.68

TOTAL TM
TAX 5.63

TOTAL 118.31

xxxxx%xxxxxxxxxxxxxxxxxxxxxxxxxxxxxmaxxxxxxxxxx.xxxmaxxxxxxxxxxxxxxxXxxxDococa

No. 10

To: Evans Manufacturing
23 Taft Street
Mobile, AL 36610

Credit Memo No.: 10

Invoice No.: 2648

4
'4

Date: January 15, 1975

Sales Representative: Thomas Vanderbilt

CATALOG
UNIT

QUANTITY NO. DESCRIPTION PRICE AMOUNT

10 0067 Boxes 8 1/2 X 11 bond paper,

White 7.26 72.66

3.63

TOTAL 76.23

19_8
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4

PERFORMANCE OBJECTIVE NO, 3 ti

ACTIVITY NO., 2

. e

You are employed by the Indio Paper Company, Inc. In addition

to seping paper, your company also sells office supplies.

Ten customers have returned merchandise to the Sales Depart-

ment for credit. This merchandise may have been the wrong size or

color, or it may not have been in good, condition upon arrival.

INSTRUCTOR'S TEST KEY

CREDIT MEMORANDUMS

Attached are 10 memo forms to be completed by you using the
following instructions: .

1. Prepare a credit memo form for each customer by writing
the informatiori provided on the attached Credit Memo
List under the appropriate column headings.

2. Upon completion of each credit memo form, check the com-
pleted form to see. if the information is the same as that
on your Credit Meno List.

219
209

4

4

0

1



!AB: SALES CLERk

PERFORMANCE OBJECTIVE NO. 3 TEST '

ALiIVITY NO. 2

CREDIT MEMO LIST

lo: Jean Salvatore
22 Nillow Street

Boise, ID 83702

Credit Memo No.: 1

Invoice No.:0 1121
Date: January 14, 1975

:;ale,; Representative: Juanita comez

CATALOv:

oVANTIrY No. DESCRIPTION -

2214-X Sealing machine

UNIT
PRICE AMOUNT

4.65 4.65

TAX .14
TOTAL 4.79

"N:XXX.X\XX...X.X.\XXXXXXX:AXXXXX.XX=XXXXXXXXXA.U.UXXXX.XXX.XXXXXXXXX.XXXXXXXXXXX.XXXX

NC. 2

To: The Martin Company
2212 3rd Styeet
Anderson, IN 46011

Credit Memo No.: 2

Invoice No.: 1212
Date: Jhnuary 14, 1975

Sales.Representative: Char/ene.Madison

I

to. CATALOG
IWANTITY NO. DESCRIPTION

1 P0212 Art Cabinet

A

210

220

UNIT
PRICE AMOUNT

31.95 31.95

.96

TOTAL 32.91



1

Jai:: SALES CLERK
1,27:1-0MANCE oBnclIVE. NO. 3 TEST

AC11%11: No. 2

CREDIT mew LIST

:.o. 3

To: Jahn Chadwick
101 tico Street
Ova, ID 83260

Credit Memo No.: 3

Invoice No.: 1040

Date% January 14, 1975

Sale Representative: Sean Kern

CATALOC UNIT

(IrmlrY No. PRICE AMOUNT

I 332-X Rubber Stamp 2.23 2.23

A 333 -Y Stamp Pad . .75 .75

TOTAL 2.98

TAX .09

TOTAL 3.07

Ax.x..sx.Xx.\XX."XxxXxx.sAXX.XXx.x.X.x.XXXXX.X.XXXXXXXXXXX.X.0.XXXX.XXXXXXXXXXXX.XX.X.XX.X.XXXXX.XX

No. 4

lo: James Evan:,

b24 Cherry Lane
Boise, ID 8370

Credit Memo No.: 4

Invoice No.: 1141

Date: January 14, 1975

Sales Representative: Eva Selian

CATALOG
QU ANTITY NO. DESCRIPTION

UNIT
PRICE AMOUNT -

4

X -345

r -455

Slide rules
Rubber stamps

211

2' 21

6.25
2.23

37.50

8.92

TOTAL 46.42
TAX 1.39

TOTAL 47.81



JOB: SALES CLERK
PERFORMANCE OBJECTIVE NO. 3 TEST

ALTIVITY NO. 2

No. 5

CREDIT MEMO LIST

To: Cash and Carry.Comoany
201 26th Street
Terra Haute, IN 47802

Credit Metro No.: 5

Invoice No.: 1080

Date: January 14, 1975

Saes Representative: John Weber,

CATALOG UNIT

QUANTITY Nil. DESCRIPTION PRICE AMOUNT

2 pkgs. P0345 Felt markers 1.50 3.00

TAX .09

TOTAL 3.09

xxxxxx;uxxxxxx,\xxxxxxxxxx.xxxx.xx.xxxxxxmax)Ocxxxxxxxxxxxxx.vaxxxxxxxxxxxxxxxxxxx.xx

No. 12,

Io: James Dean
201 Spring Street
Boise, ID 83702

Credit Memo No.: 6

Invoice No.: 1122

Date: January 14, 1975

Sales Representative: Melvin Evans

QUANTITY

CATALOG
NO. DESCRIPTION

UNIT
PRICE AMOUNT

2 322 Swivel chairs 59.95 119.90

2 323 Swivel stools 31.20 62.40

TOTAL 182.30

TAX 5.47.

TOTAL 187.77

212

222



r4. 'ALES UM
.M.I.N(1. lest

.1.11, tvat'd

N). 7

CREDIT MEMO LIST

lo: Robert Rama-0.1.v

11 Main Street
8,sise, ID '43701

Credit Memo No.: 7

InvoL,:e No.: 1111
tee: rinuary 14, 1975

presntative: Verne Schaffner

C

CAIALot: UNIT
DESCRIPTION PRICE AMOUNT

I PX 24 Desk file 31.95 31.95

TAX .96

TOTAL 32.91

LUX XX XXX.. XLXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

Ctiorles Fibs

.01 Sea twine

1:4nsefield, OH 44903

Credit Memo No.: 8

Invoice No.: 1234

Date: January 14, 1975

RLpresentative: Martin Larson

CATALOO UNIT

NO. DESCRIPTION PRICE AMOUNT

96234 Attache' cases 18.15 3(3.36

213

223

TAX .49

TOTAL 31).79



JOB: SALES CLERK
PERFORMANCE OBJECTIVE N). 3 TEST

ACTIVITY NO. 2 Crit'd

No. 9

CRF.DIT MEMO LIST

To: Diane Riley
222 Pearl Lane
Waren, ID 8367i

'Credit 'em. X9.: 4.

Invoice No.. 1090

Date: January i4, 1975

Sales Representative: Lee Seijik

CATALOG UNIT

T:ANTITY NO. DESCRIPTION PRICE AMOUNT

1 214 Shelf, Cabinet Unit 57.80 57.80,

TAX 1.73

TOTAL 59.53

XXXXX...X.."..k.\XXXXX.X.X:COAXXXXXXXXXXXXXXXXXXXXX.XXXXXXXXXXXXXXIOCX.XXXXXXXXXXOCXXXXXXXXX

No. 10 ts.

To: S. R. Budd

88 Maple Drive
Troy, ID 83871

Credit Memo No.: 10

Invoice No.: 1064

Date: January 14, 1975

Sales Representative: John Carson

CATALOG UNIT

QUANTITY NO DESCRIPTION PRICE AMOUNT

5 22416 Address books 1.50 7.50

TAX .23

TOTAL 7.73

214

224 (4'
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JOB: 'SALLS CLERK

Ferformance Objective No. 4
S

Given instructor and student-prepared materials, the student will
demonstrate ability to stock shelves according to instructor-
prepared instructions.

Prerequisites

The student will have satisfactorily completed Performance Objec-
tive No. 3.

Materials and/or Equipment

Instructor-prepared exercises and instructions.

Activities for Performance Objective No. 4

1. Complete the exercises under the direction and observation of
the instructor.

235

225
air



JOB: SALES CLERK

Performance Objective No. 5

Given instructor and student-prepared materials, the student will

demonstrate ability to wrap and bag different types of merchandise

according to instructions contained in the simulation kit.

Prerequisites

The student will have satisfactorily completed Performance

Objective No. 4.

Materials and/or Equipment

The student will be responsible for obtaining wrapping paper, bags,

and merchandise.

Activities for Performance Objective No. 5

1. Using student's materials (wrapping paper, bags, and merchandise),

the student will wrap and bag the merchandise quickly and

efficiently, with the instructor observing, according to the

attached instructions.
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PERFORMANCE OBJECTIVES NO. 5
ACTIVITY NO 1

How to Wrap Packages for Parcel Post Shipments

If the shipping carton is strong enough and properly isealed,
it is not necessary to wrap it in paper. The carton may be tied
with strong twine or rope. 'If the shipping carton has printing on
it or if it is not strong enough, wrap the carton in paper. Heavy
paper of good quality should be used. The tearing of the outer
paper wrapper can cause the loss of the address or the return
address, rendering the parcel undeliverable.

WRAPPING MATERIALS

SISAL TWINE
(ACTUAL SIZE)

;422"2".:*:- 2 PLY

f..C221: 3 PLY

INDIA JUTE TWINE
(ACTUAL SIZE,

cadx:dowma.z,1

-5.c4evacm.:z 2

2224,M2 12
racortxmc 3

7,:02:22 4 3

? 3 7
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PERFORMANCE OBJECTIVE NO. 5

ACTIVITY NO. 1

HOW TO PAPER WRAP PACKAGES

1. Place the carton
on heavy paper.

2. Wrap lengthwise
(Use tape to hold
paler in place)

4. Fold the corners 5. Secure with tape

7. Pull tight and
. tie knot

3. Fold neatly
at the
corners

6. Loop strong
cord Arolnd
end of carton

8. Repeat steps 6 and 9. Knot

7. Loop cord at

each intersection.
Tie knot.

Mr.
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PERFORMANCE OBJECTIVES NO. 5
ACTIVITY NO. 1

How to Select Packing Materials and Containers

Select packing materials and containers that will protect the
goods so that they will arrive in good condition.

1. Pre-packaged or boxed goods

Many items, such as small appliances, toys, and gift items
are pre-packaged in individual boxes. Each box should be
sealed with gum tape so it will not open or break apart in
shipping.

Outer shipping containers are available for pre-packaged or
boxed goods in sizes to hold 6, 12, 72, and 144 individual boxes.
If the shipment does not call for the full number that the con-
tainer holds, stuff the empty space with newspaper or other filling
materials to prevent the boxes from moving about in the container.

FILLER MATERIALS

Corrugated paper

11111111k
_..,..,,,,

Rolled newspaper
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PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

2. Loose Items

Wearing apparel shOuld be folded neatly with cardboard or
tissue paper inserts to prevent wrinkling. Each article

may be further protected by placing it in a paper or plastic

bag.

Close all
buttons.

FOLDING WEARING APPAREL

Place front
side down,
Put tissue
or cardboard
in center.

,Fold sides

to the.

center over
the tissue
or cardboard.

Fold in half.

240
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PERFORMANCE OBJECTIVE NO. 5
4 ACTIVITY NO. 1

Loose items May be protected by wrapping each item in a protective
covering and placing separators betweentitems., or by placing filler
materials around the goods to protect them.

PACKING LOOSE ITEMS -,

ti

3. Fragile Items

I

Glass, china and other breakable items should be individually
protected before being placed in a shipping container. Sepa-.....

razor forms or specially designed protective packaging may
be used.

PACKING FRAGILE ITEMS

a
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PERFORMANCE OBJECTIVE NO. 5
ACTIVITY NO. 1

Scofed sheet of
. corrugated board' a

A f

i

Flower container

4

Glass tape .

Floral arrangement is taped to
corrugate sheet, then assembly
is'slipped into container.

How to Close Packages for Shipping

h.

),-

Materials u4ed to close the packages are adhesive, metal
stitches, wide crown staples,, paper sealing tape Or reinforced
tape. Where adhesive is used, at least WE-of-thepackage--
should be glued firmly to insu e safety of th9,package in
shipping. Heavy parcels and those of unusualength should
be strengthened with metal bands or reinforced tape around
the middle of the package.

Paper sealing

tape

)

Reinforced'
tape

Wide Crown
staples

Metal bands \1 Metalstitches

;'
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JOB: SALES CLERK

Performance Objective No. 6

Given 5 instructor-prepared case histories concerning human rela-

tionships, the student will analyze 4 of the case histories with
95 percent accuracy.

Prerequisites

The student will have satisfactorily completed Performance
Objective No. 5.

Materials and/or Equipment

Ten instructor-prepared case histories

Activities for Performance Objective No. 6

1. Analyze die case histories according to instructions.'
2. \Upon satisfactory completion of Project No. 1, ask the instruc-

\tor for the Performance Objective No. 6 Test.
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INSTRUCIOR'S KEY :

PERFORMANCE OBJECTIVE NO 6 EXERCISES FOR ACTIVITY NO. 1

Name

Date

Score

The man who works at the counter next to yours and who does similar work
is late at least once a week. This tareiness is overlooked since
efficient hel2 is hard to get. He, however, asks you to help,him
catch up so he can leave at the end of the day. What should you do?

-z .0e-1,. /-

Someone is a'ways taking un a collection to buy a present for
soTeore in the store. You Reel that these frequent collections are

!,mposition. 'What should you do?

y

a ne-1.-.

tir --->q-1-ermt ft97.11 ,e,eitil

G2 n .-1/ 61.. r>"1-071±4

3. Some of the store employees take coffee breaks that last longer than

the fifteen minutes allowed. They usually, ask you to stay longer, too.

What should you do?

re-717.1-4-Ze-

-- 1_

47,t-
4. A co-worker stops by your counter at every opportunity to chit.

Your supervisor is beginning to notice, and you have work to do.
What should you do?

hee-e--./41;24,44

Li. . 221-41.1 42.441-4-

5. Fellow employees asked you to have lunch with thethe first day of
your new job. They talked unkindly about other 'people in the store.

If you ere asked to lunch with them again, what should you do?
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INSTRUCTOR'S KEY

PERFORMANCE OBJECTIVE NO. 6 TEST

Name

Date

Score

1. There are 25 people in your department. Even though you have con-
centrated on learning the names, you are still having difficulty
after working., with these people for a month. What should you do?'

A 4(. -.rya d--

,1. ( pi., ELL .14-1.17417,;,'
kt 46

2. You have been workin for a ear and are entitled to a week's
vacation with pay. The family plans a vacation in June, and your
vacation has been approved for August. Other members in your family
cannot change their plans. What should you do?

(=k4t.-.7s-e
v )7

/-11-'22,?-2 2;14) ihe

3. You have been working for the same company for several years, doing
an efficient job and getting along well with' the other employees.
You have been passed over for promotion several times. What should
you do?

..1. AI, /
kib 7t14

4. Mary,. a member ore minority race, has not been invited by fellow
workers to participate in poffee break discussions. Mary is a shy
person who hesitates to initiate friendships with her fellow workers.
What should yob do?

.y114' ace i Zit,

5. The supervisor,is very demanding, impatient, and critizes all the
clerks daily. What should you do?.

IS>, flu ., /,#--244Ar d..7:-.1.en ,J. /0.-/-1,T.,.. -4,1. A r..1.-Azzz--- 1"4-)
Cs.4.4_,....i it .

.,.,2.i.,ifi.,/laii,,L,:,,ozz-.4. ,r;it;-hz-iii.).ef.,i./ -ilea,-.41
et .c..244.--1 -4/n4%r ,4,v-p-L...e, ,

.--xese ..40_,...._.,.,.).1e...45 , ,..-41---t, .0 .., t/,..-7-72.04c.--o-t 4.1.e.--A.
I

.ate-4...1" ti 4.V:1474 7!14.'i 42.111-.444'.'"Lt.l.' .

AIL,/ 1..e4.00itf.. Wetnol/t/'J
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TAXONOMY OF VERBS'USED IN THE DIRECTIONS (TASKS)

ACCOMPLISH - implement, effect, fulfill. to use meanurcia thqt will
ensure the carrying out of

ACKNOWLEDGE - admit, confess, to acknowledge facts or situations.

ACQUIRE - obtain, gain, procure, secure, to get possession of

ACTUATE - stimulating and maintaining of performance and effecting
corrective measures

1

ADAPT - adjust, alter, change, vary, to change to fit the situation

if
ANALYZE - to determine the nature and zlationship of parts

APPRAISE.- inform, enlighten, notify, to impart information to make
easier or faster the performance,of the work

ARRANGE - putting into an order or system

ASSEMBLE - gather, accumulate, amass, to bring together from more
than one source

ASSESS - evaluate, analyze, appraise, estimate, judge, rate, value,
to determine the value of

CHECK - to inspect for satisfactory condition

CLARIFY - explain, elucidate terpret, rephrase, to make'something
clear and unders andable

COLLECT - securing data, supplies, or equipment

COMPARE - examining in order to determine similarities and differ-
ences-

CONDUCT - escort, accompany, lead, to accompany for the purpose of
guiding or as a mark of courtesy

CONVERT - transform, to make a major change in

CREATE - design, devise, originate, to formulate a plant or pattern
to accomplish a desired objective

DEMONSTRATE - show, illustrate, to point out in order to clarify

DESCRIBE - narrate, recount, relate, report, to give an account of
in an illustrative manner

DESIGN - devise, draw, illustrate; invent, lay out, originate, to
devise for a specific function
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DEVISE - design, contrive, plan, invent, to devise for a specific
function

DISTINGUISH - differentiate, discriminate, to determine distinctions
by perceiving and evaluating differences

DRAW - devise, design, illustrate, invent, lay-out, originate, sketch,
to 'devise for a specific function

ESTABLISH - initiate, inaugurate, institute, introduce, launch, to
set going

EVALUATE - analyze, appraise, assess, estimate, judge, rate, value to
determine the value of

FAMILIARIZE - orient, acquaint, direct, to acquaint an individual
with the office environment

FOLLOW - obey, comply, heed, to follow directions

FORMULATE - design, create, devise, originate, to formulate a plan or
pattern to accomplish the desired objective

GATHER - accumulate, amass, assemble, to bring together from more
than one source

MODIFY - making changes

OBTAIN - acquire, gain, procure, secure, to get possession of

ORGANIZE - establishing the work environment.

PERFORM - carry out, execute, to do what is provided for or required

POLL' - canvass, solicit, to determine or seek information by,tgking
of a poll

PREDICT - forecast, anticipate, prognosticate, project, to attempt
to indicate future conditions

PREVIEW - to make a preliminary survey for collecting information,

PROCURE - obtain, acquire, gain, secure, to get possession

RECEIVE - obtain, acquire, gain, procure, secure, to get possession
\

RECOMMEND - sug st, advocatel, urge, to offer something for consi-
derabi

RECORD - placing a or information on paper, film, tapes, or other
media
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REGISTER - book, enter, log, to enter in a register

REPORT - describe, narrate, recount, relate, to give an account of
in an illustrative manner

REVISE - amend, improve., rearrange, revamp, streamline, update, to
improve, amend, or update

SEARCH - hunt, investigate, look for, probe, seek, to look for data

SECURE - obtain, acquire, gain, procure, to,gettpossession of

SELECT- choose, discriminate, pick, s een, to choose from a number
of things available

SPECIFY = detail, enumerate, to give f ation minutely

STORE - setting aside for future use

SUBMIT to give to another for cons4deration

TRACE - copy, facsimile, keypunch, microfilm, photograph, reproduce,
typewrite, to make copies of by Hand or by the use of a
typewriter or copying machine
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